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before you buy ANY 


PHOTOGRAPHIC 


COPYING EQUIPMENT! 


PHO 


pHOTOSTAT CORPORATION 


Whenever you see this symbol . . . on 
the apparatus used to make your pho- 
tocopies or on the paper or chemicals 
used in that apparatus . . . you have 
complete assurance of constant quality 
and economy and complete satisfaction. 

Whether you own your own photo- 
copying equipment or purchase photo- 
copies from those equipped to care for 
your needs commercially, this symbol 
is your protection. 


PHOTOSTAT is the trademark 
of PHOTOSTAT CORPORATION 





ROCHESTER, 


GRAPHIC 
PR EQUIPMENT 
APPAR ATUS 
ACCESSORIES 
PAPER 
DEV ELOPER 
FIXER 


new YORK 


It enables photocopyists or your own 
photocopy department to serve you 
best. It is your assugfance that you have 
just the right type and size of apparatus 
and materials. Trained representatives, 
from coast to coast, are at your call for 
advice and service. 

Write us, without obligation, regard- 
ing your own photocopy requirements. 
Your inquiry will have prompt and 
interested attention. 


PHOTOSTAT 


CORPORATION 


299 State Street, Rochester 14, New York 


For More Information Circle No. 158 


THe Orrice—July, 1956 





“The Porfeat Surface 


for OFFICE FURNITURE 


HT 





ie ie j , 
Two great names have teamed up to bring you the finest in 
office equipment. Jasper Office Furniture Co. now offers you 
a handsome new line of desks that feature General Electric 
Textolite plastic surfaces. 

A G-E Textolite desk top is a smooth writing surface with 
an almost indestructible finish—heat,stain,and scratch resist- 
ant—designed to stay new looking year after year. Beautiful 
patterns, including new desk designs, will harmonize with 
any decorative scheme. 

For more information and complete-line catalogue, write to 
General Electric Co., Dept. 07-6, Box 5911, Cleveland, Ohio. 


GENERAL @@ ELECTRIC 


For More Information Circle No. 347 


56] Textolite PLASTIC SURFACING 


W.O.F.|. 


Certain G-E Texto- 
lite patterns have 
been selected for ap- 
proval by the Wood 
Office Furniture In- 
stitute. 
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CHALLENGE 


EASY AND SAFE TO OPERATE 


Like power steering, a Challenge Power Paper Cutter relies 
on hydraulic energy instead of physical exertion to cut through 
a stack of paper. Knife and clamp work smoothly, without 
complicated adjustments, without effort. The operator works 
in an easy, natural position—fully relaxed and protected 
from injury by built-in safety devices, such as the 2-hand 
starting device that prevents false starts and insures both 
hands are on separate levers away from the cutting area, 
when operation begins. 


EASY TO INSTALL 


The Challenge Power Paper Cutter is a self-contained unit, 
complete with its own electrically powered hydraulic unit, and 
compact in size to fit even a cramped area. There’s nothing to 
assemble, no need for major re-shuffling of equipment. It’s 
easily installed, and ready to operate, in minutes. All you need 
is a 110 or 220 volt electrical connection. 


TRADE-MARK ® 


THE CHALLENGE MACHINERY COMPANY 
GRAND HAVEN, MICHIGAN 


Style 193F(19%”) Style 265F (2614) 





CUT PAPER 


IS WITHA 


POWER PAPER CUTTER 


EASY TO COORDINATE 


-»-your entire printing or duplicating operations — from 
initial cutting to final trimming — right in your own shop. 
Save pick-up and delivery charges, plus hours, even days of 
being dependent upon an outside source. Save costs and in- 
crease production by running sheets in multiple units, i.e., 
two-up, four-up, etc., and then cutting into individual pages. 
Save paper, too. Because Challenge does a cleaner, more ac- 
curate job of cutting, the trimmed-off sheets can be salvaged 
and used as scrap paper, memos, or other printed small sheets. 


EASY TO OWN 
Whether time or money is your primary consideration, you 
can’t afford to be without the advantages of a Power Paper 
Cutter. Choose from three new low-cost models .. . in 19%”, 
2614” and 3014” sizes, with hand or hydraulic clamp... to 
best meet your facilities and volume. Even if only used oc- 
casionally, a Challenge Power Paper Cutter will quickly pay 
for itself and continue to operate on a profitable basis through 
many years of dependable, trouble-free performance. 
Available through leading Duplicator and Printing Equip- 
ment Dealers In All Principal Cities. Contact one or write to: 


The Challenge Machinery Co., Grand Haven, Mich. 
0-7 
I would like information on 
[] Challenge Small Power Paper Cutters 
[] Challenge Lever Paper Cutters 
[] Have your dealer representative call 
Name___ ee Position__ 
Company 
Address. 


For More Information Circle No. 165 





GEORGE J. KELLEY, Controller 


KENNETH A. McCARTHY, Systems Director 


Executives of Swank, Inc., Attleboro, Mass., Describe 


How Automatic Machines 
Can Simplify a System 


BOUT A YEAR AGO, we 

interested in automatic data process 

ing and decided to contact an expert 
in this field. We tound that experts 
were mighty searce. So we decided to 
salesmen trom various compa 
nies making automatic equipment to 
learn what purpose each machine served, 
and experts. 
salesmen didn’t know that such machines 
Others 


became 


contact 


develop our owl some 


were made by their companies. 


when 
used, they 


showed us machines hut, asked 
how the machines 
didn’t know. 

We heard of more abbreviations lik 
IDP, ADP, EDP than the government 
had during the depression. We 
found machines that were overrated 
useful only in certain specific cases; 
impractical machines; and oddly enough, 
underrated machines which were not 
generally in use nor contemplated as 
useful in very many companies. After 
all this re search, we found that we had 
trom not anything to 
knowing too confusion 


could be 


also 


knowing 
and 


rone 


much 


reigned, § ve held a “brainstorming” 
our relaxed, after-hour meetings 
where we come up with ideas that ordi- 
narily would seem “fartetched” and un- 
paralleled to usual procedures. We also 
explored other problems we had, and the 
possibilities of using a computer. 

One of our problems, and one which 
occurs in many companies is, “What has 
tabulating depart 
had created a centralized 
expense and confusion in 
trving to put as much as possible in 
tabulating to utilize the capacity of the 
accounting and other high speed ma 
Although we had made progress 


had 


SESSION 


happened to 
ment?” We 


monster ol 


our 


chines. 
in speed and’ overall savings, we 
created an unwieldy organization. 

Because of the various and diversi- 
fied programs, we found one basic fault. 
Either perfect information must be sent 
to the tabulating department so that 
they can punch from sight without 
thinking beyond the mechanics of punch 
ing, or the key punch operators have to 
be trained in payroll, order processing, 
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billing, inventory transactions and many 
other operations, so they can recognize 
errors in original documents. 

Both are impractical. The first be 
cause, 1f original documents have to be 
that perfect to be key punched, with a 
little more effort the entire work can be 
done at the original souree. The latter 
is obviously impractical. In addition, no 
matter what errors appear in a tabulat 
ing report, the tabulating department 
usually receives criticism, even when in- 
formation originally sent is in error. 

What function, then, should tabulat- 
ing serve in our company? Tabulating, 
in our analysis, can perform tremen- 
dous service and savings because of high 
speed sorting, calculating, listing and, 
of course, using the same cards for mul- 
tiple information. As a result of our 
“brainstorming” feel that 
we have a’ solution to 


SCSSION, We 
come up with 


three problems. 


Believing that simplicity is the key 
to any 2ood system and that complex 
svstems seldom survive, we are starting 
to use, mainly, the Monroe Auto-Punch 
(and other automatic 


lesser decree ) to omeinate 


machines to a 
intormation 
for the tabulating department. Our sys 
tem will probably be so simple that, no 
doubt, we will raise eyebrows such as 
we did when we threw out 
our accounts receivable 
eight years 
famous 
ceivable 


machines 1n 
department 
started the now 
ledgerless 


(THe OFFICE, 


ago and 
Swank 
system 
1951, page 59). 

With the Monroe Auto-Punch, we 
ean decentralize the key punching and 
verifying section of our tabulating de- 
partment. This portable key punch ma- 
chine punches and verifies at the same 
time. In one-twelfth the time we ean 


accounts re 
me pt. 


, 


train a girl to prepare tape at the same 


ne oe 


Punched tape transmitted from the Los Angeles office .is fed into the tape-to-card converter 
(left} in the Attleboro, Mass., office of Swank, Inc. 
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Wiring panel of the tape-to-card punch. 
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speed it now takes to punch and verify 
information in the tabulating depart 
ment. The original information will be 
created and verified in the department 
where employees are trained to intelli- 
gently handle the information they are 
processing. Rather than obtain a com- 
puter, with its high rental, and grad- 
ually adapting systems to the machines, 
we intend to adapt our systems to 
punched tape until we have practically 
all information entering the tabulating 
department in this manner. Then, we 
helieve, we can put several systems on 
the computer at time and realize 
immediate savings and/or speed, rather 
than wasting expensive capacity by 
gradual conversion. 

We have found we can make several 
savings by obtaining our tape as a by- 
product of preparing original docu- 
ments. To date, we have installed some 
data systems but have by no 
completed everything that we hope to 
do. There seems to be tremendous pos- 
sibilities and new ones show up daily. 

At present, we use a Flexowriter to 
type our accounts payable vouchers, 
creating a punched tape that is processed 
by tabulating mechanically to prepare 
a voucher register and a complete analy- 
sis of accounts. After sufficient experi- 
ence with this, we hope to go back one 


one 


means 


Swank's general ac- 
counting depart- 
ment showing a 
Flexowriter in the 
foreground. 
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step so that the purchase order is pre- 
pared on the Flexowriter to give us a 
by-product commitment report, analy 
sis for cash forecasting, automatic 


writing of the voucher, as well as pre- 
paring the voucher register and account 
analysis. 


We are using an Auto-Puneh in our 
sales service department. When orders 
come off our picking floor, the informa- 
tion on non-available items is put on 
the Auto-Punch to create a tape that is 
sent to the tabulating department and, 
with only mechanical handling, we pre 
pare a backorder report. 

Also, an Auto-Punech is installed in 
our plant. Rather than writing up slips 
of paper to be sent to the tabulating 
department for key punching transfers 
of merchandise from work in process to 
finished goods, this is recorded on the 
machine. The punched tape is sent to 
tabulating to prepare, ‘mechanically, 
production control reports, inventory 
reports to accounting, and our statis- 
tical report on availability of merchan- 
dise. 

We are installing a major program 
of sending statisties and other informa- 
tion between our Los Angeles and Attle 
boro offices using simply an Auto-Punch 
and Teletype. We expect this system to 
completely eliminate our tabulating op- 





A view of Swank's 
tabulating machine 
section. 


eration in Los Angeles, centralizing 
tab work as far as high speed machines 
are concerned but decentralizing prepa 
We ire 


installing this now to transmit statistical 
information only. Atter it 


ration of documents. 


ol minal 
IS operating 
other things 
transcontinental 


smoothly, there are many 
we ean do with 
hookup. 
The next 
intormation 


our 


step IS to 


trom 


transmit order 


Los Angeles simply 
by using the Auto-Punch. By sending in 


the eustomer’s number to the home offic 


on tape plus order information coming 
into Los Angeles on 


other plece s ol 


scratch sheets o1 


miscellaneous paper, we 
can, at the home ofhee, prepare a proper 
order on tabulating eards and convert 
this information mechanically to 
By sending this 


Teletype, our 


tape. 
over the 
office 


tape back 

Angeles Can 
type the complete orde1 
showing customer’s name, address, spe- 
cial billing and shipping instructions, 
prices, extensions, ete., and list the mer- 


the same 


Los 


automatically 


chandise ordered in rotation 


Part of the key 

punching section of 

Swank, Inc., at Attle- 
boro, Mass. 
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BLACK Land) WHITE even under eareeent lish? 


with new G353 Transcopy Paper 








New G353 Transcopy Negative Paper copies your records — 

in your office — under fluorescent lights... without hoods, visors 
or light shield. Neither is there need for special processing 
equipment or equipment adjustments. G353 can be used 

with regular Transcopy Positive Papers on all Transcopy machines, 
and most other similar transfer process machines. In seconds 
you'll get sharp, clear, black and white copies of any record. 


FREE TRIAL... request a free trial in your office under 
your lighting conditions. Write to Room 1734, 
315 Fourth Avenue, 
New York 10, N.Y. 
Remington. Fland. 


Division of SPERRY RAND CORPORATION 


For More Information Circle No. 344 
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A> vor! 


Aly! WORRIED 


ABOUT YOUR 
CONFIDENTIAL PAPERS? 


p—_£How vou can 


S 


DESTROY THEM 


IN SECONDS! 


The "Silver Executive Automatic’—the 
only automatic shredding machine on the 
market—destroys papers safely because 
it's self-feeding! Simply load it and turn 
it on... your confidential papers are 
destroyed quietly and quickly. Typewriter- 
size, compact, portable. Attractive gray 
crinkle finish. 10-day free trial on any size 
shredder. Write for literature describing 
the only complete line 

of paper shredders— 

both disc and reel 

models. 








103 MILL = * SALEM, OHIO 








For More Information Circle No. 338 


ee iE Sena 


as stock in the bins in our Los Angeles 
warehouse. The order typed in Los An- 
geles will simultaneously prepare copies 
to be used for packing slips, acknowl- 
edgment copy, copies to be used by the 
sales department, labels, waybills, etc. 
When this step is taken,,the statistical 
information will be a by-product of 
order processing. 

We then expect to add billing infor- 
mation from Los Angeles so we ean 
transter the accounts receivable to the 
home office. From this information, we 
will also prepare such by-products as 
account volume report, iSS] 
statements, ete. 

W he nh the eredit and eollections tor 
Los Angeles are handled in Attleboro, 
we can type collection letters in Attle- 
boro on tape, send them by Teletype to 
be ty ped on our letterheads in Los Ange- 
les for mailing at that point. This ean 
be done at the rate of 60 words a 
minute and allow Los Angeles to review 
such letters before they are mailed, in 
ease checks are received before the let- 


f£oO out 


commission 


are fortunate in being able to 
with a progressive management. 
are not at all reluctant to serap a 
system that was an improvement over 
what we did before, when something new 
comes along that looks better and will 
improve on any system we have, even 
though recently installed. Up until a 
few months ago it seemed logical to try 
to centralize everything possible in the 
tabulating department. 

It now seems more practical to cen- 
tralize work on the high speed machines 
only and decentralize as far as creating 
original information is concerned. We 
recognize that machines now being made 
will be obsolete in a few years but, if 
savings can be made now, we see no 
reason to wait for the perfect machine. 
We make one restriction. Because of the 
many possibilities, we are selecting uses 
where the 
must create a saving within one year to 
pay tor the machine. 

We have taken down the sign on the 
tabulating department door which read 


installation of a machine 
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No more waiting at 


stamp windows! 


i 


No more 
running out 
of stamps! 





No more overtime 
mailing letters ! 


| sf (> Pal 
ai, 


Now every office can have one! 


Think your branch offices too small for a 
postage meter? One third of our DM users 
spend less than $1 a day for postage! 

The DM is the desk model postage meter, 
forsmall offices—gives you all the advantages 
of metered mail. And you get complete post- 
age control through your organization. 

It prints postage, any amount for any kind 
of mail, directly on the envelope... or on 
special tape for parcel post. You always have 
the right stamp on hand. 

Metered mail doesn’t have to be 
cancelled in the postoffice, can 
get on its way faster. You 
can print your own small 
ad, if you want one, with 

Electric model 
Sor larger mailers 


= PITNEY-BOWES 


every meter stamp. And there’s a moistener 
for sealing envelopes. 

With a DM, you can stamp a whole day’s 
mail in a few minutes, saving time and 
postage. And anyone can easily use it. 

The DM can be set for as much postage 
as you want to buy at one time, protecting 
it from loss, damage, theft—and automati- 
cally accounting for it. 

There’s a meter model, hand or 
electric, for every office. Ask 
the nearest PB office to show 
you. Or send the coupon for 
free illustrated booklet. 


FREE: Handy desk or wall chart 
of Postal Rates, with parcel 
post map and zone finder. 


PitNEY-Bowes, INC. 


Fostage 
~ Meter 


Offices in 94 cities 
in the U.S. and Canada 


3414 Pacific St., Stamford, Conn. 
Send free CQ booklet, Q Postal Rate Chart to: 


Name 


Address 








For More Information Circle No. 159 
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CHIMES 


AN INTEGRATED SYSTEM « EASIEST TO INSTALL 


Just press one of the buttons and instantly a horn, bell or 
chime sends out a coded signal—the message for someone 
in another office or part of the building to pick up the 
nearest phone. Wheelock Code Call is the self-contained 
paging system that is easiest to install. And it is priced 
right. So enjoy the advantages of the intra-plant paging 
system considered most efficient by thousands of satisfied 
users. One of our representatives will be glad to show 
you how easy it is to install a CODE CALL on your 
premises. Write now. 


For More Information Circle No. 342 

















“Authorized Personnel Only” and have 
put out a weleome mat to those depart- 
ment heads and their personnel who are 
connected with tabulating in either fur- 
wishing information or getting reports. 
Too often tabulating departments are 
surrounded by a stone wall of mystery. 
Such walls not only keep people out, 
hut they keep people confined. Tabulat- 
ing should not be an awesome battery 
ot mysterious machines whose opera- 
known just to technicians. 
All company personnel coneerned should 
know what the machines are doing and 
What they can be used for. 

Within a relatively short time we ex- 
pect to eliminate practically all key 
punching and verifying in the tabulat 
ing department, and punched 
tape coming from the various 
tralized sources. This places responsi- 
bility where it belongs. Accuracy should 
be considerably improved, work can be 
properly scheduled for high speed tabu- 
lating equipment to properly utilize 
machine capacity, and considerable sav- 
ings will result from these steps as well 


tions are 


pre ICSS 


decen- 


as doing mechanical key punching as a 
by-product of original work. 

The following paragraphs outline the 
technical details of the transcontinental 
system Angeles and 
home offices for the automatic integra- 
tion of Los Angeles statistics: 

The replacement of the 
unit in Los Angeles with tape punching 
and transmission equipment is one ot 
yur steps of an integration plan. This 
portion of the plan is designed to com- 
pile statistical reports in Attleboro from 
customers’ orders received in Los Ange- 
les. Portions of the reports compiled, 
which have operational 
Angeles, will be transmitted to the 
branch office. 

The primary purposes of the system 
are to reduce operating costs through 
the use of less expensive facilities and 
equipment, and to increase the speed of 
integration of branch information into 
home office reports, while maintaining 
the same schedule of ineluding data in 
the branch office reports. The equipment 


between our Los 


uses in Los 


Tue Orrice—July, 1956 


tabulating 


*‘My Spinnit Paper 
Drill Paid for Itself 
in 4 months,” 

says small printer. 


POWER BENCH DRILL 


Sound, simple machine tool design. Clean 
holes thru 1” of stock. Chip disposal. 
Sharpening chuck. Table, 12” x 18”, fully 
adjustable gauges. Slitting and slotting 
attachment also. 


* LASSCO 
CORNER 


ROUNDER 
Model 20 


—including one cutting unit. 
Four shear-action “plug-in” units 
available: 4%”, 4”, %”, V2”. 
Cuts ¥2” of stock. Heavy-duty 
Floor Model also available. 


For complete details write: 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 


For More Information Circle No. 363 

















THE CUMMINGTON 8-STATION COLLATOR — Model 85 
An attractive, high speed, self-contained machine for 
cutting costs in paper gathering. 


FEATURES: 


Self-Adjusting Paper Feed for paper weight and pile height © Gathers 
Wide Range of Paper — from 5” x 7” to 11” x 14” in size and 9 pound 
manifold to 110 pound ledger in stock ® Positive Vacuum Feed for accu- 
racy ® Push Button Control for easy operation © Compact Design for 
minimum floor space requirement @ Simple Blank Detection © No Down 
Time * Competitive Price to make you want PAPERMATIC CONTROL. 





THE NEW CUMMINGTON INSERTING AND SEALING MACHINE — Model 44 
An accurate, easy-to-operate machine for reducing mailing costs. 
It inserts enclosures into envelopes, moistens flaps, seals, counts 
and stacks envelopes automatically. 


FEATURES: 


One, two, three and four station models according to need ® Positive Vac- 
uum Feed for accuracy eliminating misses and double insertions @ Elec- 
tronic Safety Mechanism providing jam-proof control of insertion © 
Advanced Stacker Design for more efficient stacking of sealed envelopes 


® Multiple Roll Pressure for positive sealing of flaps ® Just 7 Oiling Points 


for easier maintenance @ Competitive Price to make you want PAPER- 
MATIC CONTROL. 





| 

. Distribution and service 

in principal cities 
throughout 
United States 
and Canada. 














make 


positive 
offset 


90 seconds 


without costly equipment 


NEW, LOW-COST OZALITH PLATES 
REPRODUCE DRAWINGS, FORMS, AND TYPED COPY! 


Use any ultraviolet light source to 
make new Ozalith plates — white- 
printer, simple exposure box, vac- 
uum frame. Copy any translucent 
original—written, printed, typed or 
drawn. 90 seconds is all it takes! 
Cost? As little as 22 cents per 
paper 10” x 16”—so inexpensive you 
won't have to file plates. Simply 
make another from your original. 


OZALITH 


TY -Jal-tiib4-leM adel -tiih a) 
at- lol -lae- tale MVS lsalialelas 
Offset Plates 


Ozalith plates give you top-quality 
reproduction. They take ink well... 
give you clean, sharp impressions. 

Try Ozalith platemaking yourself. 
Call your nearest Ozalid distributor 
for a demonstration—with your orig- 
inals. His number’s in the phone 
book. Or write for your free copy of 
this new brochure to: Ozalid, Dept. 
I-7, Johnson City, New York. 


Product of Ozalid Division 
General Aniline and Film Corporation 


in Canada: Hughes Owens Company, Ltd., Montreal 


For More Information Circle No. 175 
€ 
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Tabulating card tub 

files in the key punch 

section at Swank, 

Inc., Attleboro, 
Mass. 


installed for the transeontinental trans- 
mission includes Western Union private 
wire service between Swank, Ine., Los 
Angeles office and main office in Attle 
boro. In the Los Angeles office there are 
two Monroe <Auto-Punches, one tele 


printer with perforator, and one auto- 
matic tape transmitter. At Attleboro we 
have one teleprinter, one repertorator, 
one automatic tape transmitter, 
IBM tape-to-card eonverter 
IBM. eard-to tape converter. 


one 


and one 


The most Accurate dtofting unit! 


EMMERT Units may be assembled in either 
Finished 
in rich grey with mist green linoleum tops, 
they blend perfectly with any color scheme. 


Write to Dept. O for Bulletin No. 800 


right or left hand arrangements. 


CMMeRT 


EMMERT MANUFACTURING COMPANY 


MANUFACTURERS OF PRECISION DRAFTING EQUIPMENT 


UNITS 


EMMERT Draft-Right Units 
bring to the drafting room the 

itimate in versatility and effi- 
ciency. These attractive all- 
steel units provide the operator 
with everything needed—draft- 
ing machine, counter-balanced 
adjustable board, reference 
area, tool and storage space. 


DRAWS THE ACCURATE LINE \ 


WAYNESBORO, PENNSYLVANIA 


For More Information Circle No. 160 
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orders are recorded on 
common language tape by the <Auto- 


Punches. Color keyboard definition has 


Customers 


been provided for simplicity of the ma 
Krom left to mnght 
kevboard there are alternate gray 
| 


nt \ S. 


ority ol 


entries. 
hn the 


and ivory The first two columns 
represent the croup, the next 
tour reserved tor style 
code, the next two columns for color or 
size code, and the remaining 
umns for quantity. The pertinent data 
for each order is recorded, disregarding 
the keyboard definition. This data, keyed 
into the machine from left to right, in- 
cludes one column for shipping month, 


two columns for 


product 
eolumns are 


two eol- 


salesman’s code, and 
for customer number. 
It should be noted that the explana 
tion that follows is based on the Auto- 
Punches now in This equipment 
punches identifying codes after the re 
corded information has been punched, 
which using 
tain entries to set up the converter for 
the following entry. On additional equip- 


seven columns 


use. 


necessitates codes on cer- 


ment, we have requested Monroe Caleu 
lating Machine Co. to prefix the re 


corded intormation by the appheabl 
eod Ss tor eonverston s§ mplifieation 


lo record a group oO istome 


he operator 


] 
ot anv previous accumulation, 


} 
yression ot the total key, the operato1 


} 
I 
punches zeros into the tape tollowed DY 


he total code. (Carriage return, space, 
figures shift.) This total code 
identity the next 


data 


is used to 
recording as pertinent 
The pertinent data is keyed into the 
machine in rotation as previously noted. 
The plus bar is then depressed for print 
ing and punch 

Each item code and its applicable 
quantity is keyed into the machine, 
printed and punched, using the plus bar. 
The rotation of information keyed into 
the machine is as explained above in the 
keyboard eolor definition. 

After the items for an order have been 
recorded, the non-add key 1S depressed. 
This punches zeros followed by the non- 





IT’S TIME NOW TO SIGN UP FOR THE 


1956 INTERNATIONAL SYSTEMS MEETING 


October 22-23-24 
Bellevue-Stratford Hotel, Philadelphia, Pa. 


Two-and-a-half days of informative, 
profitable meetings designed to help you 
do a better job. 

General Sessions — authoritative, current 
evaluations. 

Seminars—systems problems. Wide selec- 
tion of subjects. 

(New) Shirt- 
Selected 


Industry Group Meetings 
sleeve exchange of 
industries. 


ideas. 


1956 SPECIAL NEW FEATURES 


Closed Circuit TV—Covering operation 
of IBM-702, U. S. Naval Aviation Supply 
Office, Phila. Two-way contact 


Award — Pres- 
figure 


Ist International Systems 


entation to national who has 
made a-major contribution to American 


management. 


GET FULL DETAILS TODAY: Write J. A. MacQueen, General Chairman, 1956 


International Systems Meeting, Dept. O, Alan Wood Steel Co., 


SYSTEMS 


Conshohocken, Pa 


AND PROCEDURES ASSOCIATION OF AMERICA 
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TAPHONE @DICTABELT RECORD 4 
: » 


‘ pic 


Around the world, year after year, more and more people are buying 
Dictaphone TIME-MASTER dictating machines to speed their work 

and this little red plastic belt is the reason. It’s the DICTABELT 
dictation record with crystal-clear recording that can’t be erased or 
changed. Real cost? Less than all other dictating mediums. TIME- 
MASTER and the unique DICTABELT can help you communicate 
easier, faster and better. The Dictaphone office nearest you will be 


glad to prove this any time you say. 


DICTAPHON E- CORPORATION 


leader in sales and service the world around 


The Dictaphone TIME-MASTER dictating machine 

“Takes the words right oul of vour mind.” 
For free booklet, write Dictaphone Corporation, Dept. I, 420 Lexington Avenue, N. Y.17, N.Y. In Canada, 
Dictaphone Corporation, Ltd., 204 Eglinton Ave. Kast, Toronto in England, Dictaphone Company, Ltd 
17-19 Stratford Place, London, W.1. Dictaphone, Time-Master and Dictabelt are registered trade-marks of 
Dictaphone Corporation 


For More Information Circle No. 341 
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es 
TR 
— hi IES 


Classic 


CARBON PAPER 


pr 
4.7 A 
OL) 


{ fe Cor 


r M CD YA) 
FROM FRONT lO 


From the new smudge-proof carbon coating to 
the new shock-proof back, modern Classic 
Carbon Paper is engineered to meet the more 
demanding requirements of modern type- 
writers 

With either electric typewriters or recent man- 
ual machines, modern Classic Carbon Paper 
produces a new sharpness of write and uniformity 
of appearance—truly the ultimate in carbon 
copies 

The scientifically formulated carbon coating 
is deep dyed to form a permanent bond with the 
paper stock fibers. The carbon is transferred 
only by impact of the type face to produce 
permanent, smudgg-proof characters. Micro- 


ee ae 


COLUMBIA RIBBON & CARBON MANUFACTURING CO., Inc 


967A Herb Hill Road, Glen Cove, N. Y. 
Rush free—“Coarbon Paper Facts.” 


Nome 


“PLETE 


blended for absolute smoothness, this new 
coating assures complete uniformity of upper 
and lower case characters. 

The shock-proof back softens the sarring action 
of high-speed electric typing—the cause of 
unevenness produced by ordinary carbons. 
Only the exact amount of carbon necessary to 
createa sharp, full-bodied image is released. For 
carbon copies that you'd be proud to send to 
anyone, specify Modern Classic—the carbon pa- 
y per designed for modern typewriters. 
Columbia Ribbon and Carbon Man- 
ufacturing Co., Glen Cove, N. Y. 
FREE GUIDE! For your free copy of our 
new “Carbon Paper Facts” type make and 
model of your typewriter and the number 
of carbon copies normally required on your 
| company letterhead and mail with coupon 


MODERN CLASSIC 
CARBON PAPER 





Company _ 
Address. 


City Zone Ne... 


by . 


en a ee 
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add code (space-Z-space ). The non-add 
code is used to identify the data follow- 
ing. ; 

The total key is then depressed. This 
prints and punches the hash total which 
will be used in prootchecking. 

The tape produced from the orders 
is transmitted and reperforated in Attle- 
This tape is then converted to 
tabulating cards. 


boro. 


The first portion of the tape contains 
zeros followed by the total code (ear- 
riage-space-figures. shift). The figures 
shitt code is used to program the con 
verter tor pertinent data. The shipping 
month is punched in column 46. The 
territory and customer number is 
punched in columns 70 through 78. As 
the first zero card is read, the converter 
column 46. Depression ot the 
Starts automatic 
from this point. 

The detail information is 
the Product 
and color or size code are punched hh 
through 12. Zeros are wane 
punched into column 13 and 14 and the 
quantity is read from the tape and 
punched into columns 16 and 17. The 
pertinent data is duplicated in all cards. 

After the item information has been 
converted, the zero ecard followed by the 
non-add code (space-Z-space) is read. 
The Z is used to program the converter 
to recode the carriage return portion of 
the following total eard to a significant 
X. After the pertinent data has been 
duplicated into the total card from the 
previous card, the figures shift portion 
ot the total code programs the converter 
to read new pertinent data. 

When the conversion has com 
pleted, cards are passed through the 
407 accounting machine which adds the 
eards of each order and subtracts the 
hash total. A zero balance provides 
proof of tape punching and transmis- 
sion. The ecards are then used to com- 
pile the reports. The final summary 
ecards used in listing the home office re 
ports are converted to tape and trans 
mitted to hard copy 1n the branch office. 


stops in 
release key operation 
read from 
tape. code, style number, 


columns 5 


been 
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be NOOTHER ~< 

_ PAPER CUTTER’ 

FOR SMALL JOBS IS BUILT) 
\ TO SELL SO LOW! / 


THE MICHAEL 
14” ALL-PURPOSE 
PAPER CUTTER 





For all mimeograph, 
duplicating, small offset 
or reproduction departments; 
/ for stationers, advertising agencies, © 
photo finishers, banks, insurance 
'/ companies, schools, colleges, small 
printers, letter shops, offset shops. 


Order from your dealer or 


Michael Lith 


INCORPORATEO 
145 WEST 45TH STREET 
™, NEW YORK 36, N. Y. 


wie Moai as : °C eee.” . oe 
For More Information Circle No. 336 
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Sort, count, file, post FASTER with 


SORTKWIK 


Apply to fingertips. 
Rub in until dry 
¢ Slide 


At your stationer or send $1.00 for 
two regular size Containers to try out. 
LEE PRODUCTS CO., 2736Lyndale Ave. S., Mpls. 8, Minn. 
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What Would 
Office Unionization 
Mean to You? 


ANDREW J. DALTON JR. 
Acme Consulting Service, Kansas City, Mo. 


HE RECENTLY amalgamated A. 
F. of L.-C. I. O. has announced its 

intention to organize white collar 
(office) workers on a scale never before 
contemplated. W here this find 
you ? Behind the eight ball, or serene 
and unruffied? Assuming the former to 
be your case, you might have picked up 
this article hoping to find, regardless ot 
the past labor relations history ot your 
company, some magic formula for ward- 
ing off what you may consider impend 
ing disaster. 

Let’s face facts. At 
and under such a set of 
we are not preaching defeatism, only 


does 


this late date, 
circumstances, 


and do a bit of soul searching as to 
cause. 

If your office workers do join a union, 
either the union business agent 1s a bet 
ter salesman than you are, or there may 
be some unremembered (even imagined ) 
breach of relationships which 
smart union clever enough 
to exploit. 

We are convinced that statisties will 
that the tradi- 
tionally disassociated himself from the 
eause of organized labor. We 
heard all the explanations tor this, from 
management’s lofty pronouncement that 
the office worker is, by nature and in 
not sympathetic to organized 
to the union’s epithets ot “tree 
rider” and “Boss gave ’em a key to the 
officer’s washroom.” 

We have 
sons why your office workers may elect 
You might ask, “What 
can I do to kee p my office workers out 
union?” At the moment, and as 
suming that such action in joining would 


some 


advoeate is 


show office worker has 


have 


clination, 
labor; 
suggested two possible rea 
to jolMm a union. 


oI a 


For Beller Printing 


3 GREAT PRESS AIDS 


212 MISSION STREET © SAN FRANCISCO 5 « CALIF. 





OSCILLATOR 


1250 MULTILITH OR DAVIDSON 





REGULATOR 














WATER 
FOUNTAIN 


METAL 
LOWER FEED ROLLS 


1250 + 1300 + 2066 MULTILITH 


For More Information Circle No. 182 
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Now Cut Your Collating Costs by 70% 
with the all new THOMAS COLLATOR 


Here’s exciting collating news! Now, as 
never before, you can cut those painfully 
high collating costs with the all new 
electric-powered or mechanically oper- 
ated Thomas Collator! 


And only the all new Thomas Collator 
offers all of these important operational 
and design features. There’s exclusive 
Speed Load Control that permits faster, 
easier stacking in bins . . . new Rotating 
Feed-Fingers for unparalleled efficiency 
. .. increased bin capacity and size . . . 3 
models, 6 sizes from new table-top to 
new tandem .. . beautiful modern styl- 


)  — 
eo F tows Gove. 


More In Use Than 


165 SALES AND SERVICE 


| 
| 
| 
| 
| 
| 
All Other Makes Combined 
| 
OFFICES COAST-TO-COAST | 

i 


| CiTy_ 


ing . . . and so many, many more im- 
portant built-in advantages! 


Whether you spend 2 or 200 hours a 
week collating sales bulletins, price lists, 
reports or any other duplicated material, 
there’s a specific model to fit your needs. 


Today find out how you can say a thank- 
ful “good riddance” to the time waste 
and confusion of old-fashioned collating 
methods. Fill out and mail coupon for 
your free copy of our colorfully illustrat- 
ed brochure that tells how to increase 
efficiency, perk up office morale and re- 
duce costs by as much as 70%. 


Thomas Collators Inc., Dept. B 
50 Church Street, N.Y.C. 7, N.Y. 2 


() FREE New Full Color Brochure 
(-] FREE Thomas Collating Cost Calculator 


(_] Demonstration at my convenience. 


NAME 
(Please Print) 


ADDRESS 
STATE 


For More Information Circle No. 376 
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The immediate benefits of plan- 
ning for automation in office pro- 
cedures are the results of the 
systems approach... the design 
of a straight-line work flow that 
provides for accurate, speedy 
processing of data. For the 
larger corporation, such proce- 
dure analysis may only correct 
a simple routine which proved 
to have been the bottleneck of 
the entire operation. For the 
smaller company it may involve 


HOW AUTOMATION CAN 





a complete integrated system 
from order-taking to manage- 
ment analysis. 

Moore manufactures forms 
not ADP machines. 
Kor that reason it approaches a 


only, and 
systems problem with an open 
mind. It considers the automa- 
.and plans the 
correct forms and constructions 


tion required .. 


so that an entire system is inte- 
grated for efficiency and econ- 


omy — all at once or in stages. 


Distance is no disadvantage when ADP shortens the time lag of an order. 
By cutting the ‘travel time’ between receipt of an order and its entry at 
the warehouse, ADP improves customer service and speeds operations 


SEE CASE HISTORY ON FACING PAGE > 
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~¢ 


SALES OFFICE The customer order is entered on 
a Moore 3-part form. One part serves as an ac- 
knowledgment, and is sent to the customer. A 
by-product of this typing is a tape that transmits 
information to the warehouse by wire. 


© 
~ 
bl 


Seeccttmal 


INVOICING The tape Jeanine prepared is used 
by Grace, back in Billing Dept., to prepare cus- 
tomer invoices. Grace also cuts a tape, simulta- 
neously, and this contains selective information 
for tabulating and sales analysis. 


Moore forms are the heart of the system. . 


Speed and accuracy are built into a system like this 





WAREHOUSE The incoming wire furnishes order 
information, and Jeanine uses it to prepare a 
Moore 5-part form, containing shipping data and 
advices. Jeanine also cuts a tape, a by-product 
of her typing, with invoice information on it. 





STATISTICS The small company may turn over its 
selective tapes to service bureaus, where they’re 
converted to punched cards for tabulating into 
sales summaries. Many large concerns are 
equipped to do this work on their own premises. 


. they deliver the A D P benefits 


— 


with the 


warehouse getting instructions the same day. Any company, large 
or small, can enjoy practical ADP benefits, like those above, just 
by calling in the Moore man. He’s in the ( lassified or can be 
reached by writing the Moore office nearest, below. 


MOORE BUSINESS FORMS 


Niagara Falls, N. Y. ° 


Since 1882 the world’s largest manufacturer of business 


A Moore 3-part 


Emeryville, Calif. 
form used in 


Denton, Texas ° 
forms and systems 


. rc : he tem 
Over 300 offices and factories across U.S. and Canada the sys 


For More Information Circle No. 
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Why buy yesterday's steel shelving ? Buy Today's! 


steel shelving 


Borroughs Steel Shelving is the most simple, most adjustable, most 
rapidly assembled complete line of steel shelving on the market. 
It's way ahead in design and value. It is a sturdy, quality product, 
built to last. Except for the top shelf (2 bolts and 2 nuts), no other 
bolts or nuts are required for shelves. You need no special tools. 
Send for our catalog and get the complete story. 


There’s a Borroughs unit to fit your need 


* — 


oan 


CLOSED UNIT 


Look how easy it is to 
install shelves. Insert 
shelf support brackets 
into slots on posts (only 
4 brackets needed per 
shelf), tilt shelf into sup- 
port brackets and shelf is 
ready for loading. If you 
desire to lock shelf, insert LEDGE AND 
shelf lock into position ae DOOR UNIT 
and tap lightly with 
hammer. Shelves can be 


rearranged in a jiffy. No Js . 
bolts, nuts, studs or —" . | BIN-TYPE UNIT 
springs to monkey with. OPEN UNIT as) 





send for 32-page catalog 


BORROUGHS MANUFACTURING COMPANY 


SUBSIDIARY OF THE AMERICAN METAL PRODUCT COMPANY OF DETROIT 
3010 NORTH BURDICK ant KALAMAZOO, MICHIGAN 


For More Information Circle No. 335 
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abridge no state or local law, the answer 
is, “Nothing!” 

To join, or to refrain from joining, 
is a matter of independent choice, cur 
rently guaranteed employees by Federal 
law. Neither management, nor the 
union, must coerce, threaten, or promise 
benefit of gain in order to influence this 
decision. 

So, frankly, you pretty well stand to 
sink or swim by the atmosphere of labor 
relations you and the union have devel- 
oped through the years. Or the atmos- 
phere of your employer-employee rela- 
tions, in the event there has never been 
even a small portion of your total pay- 
roll unionized. 

Another likely query is, “Can I live 
with a situation whereby my office work- 
ers become unionized?” Yes, if such is 
their choice, we think you can. 

A few years ago we were handling 
labor relations for a corporation of 1200 
employees. Only the production work- 
ers had been unionized. Suddenly the 
office and clerical workers at one of our 
large field offices announced they had a 
majority of their group who wanted the 
union to represent them. 

Should we recognize the union for 
this new group, or insist on a National 
Labor Relations Board election, as was 
our right? After a hasty, long distance 
telephone call to the resident executive 


a = fi 
y 


“Get up and finish the hike. You're 
not back at the office now.” 
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DON'T bother to investigate the 


REXON products listed below 


UNLESS you are realiy interested 


in improving the quality standards of your 
pressroom p-l-u-s substantial savings in 
costs. 


*REXON?”’? prooucts 


A complete line of small press supplies offered 
and backed by forty years of experience. 


*REXON?”® prates and CHEMICALS 


4 types — maximum fidelity of reproduction — 
long runs with a minimum of cost. 


“REXON” BLANKET 


Sharpest impressions — Long life — Attractively 
priced — developed especially for the small 
press by the manufacturer of the first offset 
press blanket, 


INKS—(GBW) 


Black and colors — 
quality reproductions. 


quality controlled for 


Catalog on Request 


William Recht Co., Inc. 
50 Church Street, New York 7, N. Y. 
Telephone COrtlandt 7-8395 


For More Information Circle No. 241 


ZIP-O-RITER 


from Card 
Files 





Writes 
Headings On 
Work Sheets 
Accounting & 

Tabulating 

Forms 


INDISPENSABLE FOR 
MANY OFFICE ADDRESSING 
& DUPLICATING PROBLEMS. 
Anyone can use the ZIP-O-RITER which prevents 


copying errors. Addresses or duplicates without 
plates, inks or costly machines. 


S & M DISTRIBUTING CO. 
3875 GARLAND ST., WHEAT RIDGE, COLORADO 


For More Information Circle No. 242 
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ected, 


upel 
stated that, his opinion, the } 1 0 r( \ 

id represent a majority this " ( followed: 
croup, we wired notineation that tte ne parealil , Whatevel 
| ONLLZ f ive with t t ot the bareaimu hopper tor 


Aid 
parallel, 


organized 


This decision | hniol emplover 


ad 


4 


bargaining session 
had the salutary effect of demonstrating d equal, adjustment 
our confidence in our resident supervisor tt workers. 

and, assuming’ his analysis to be correct, t vou teel like a “ oak” beeauss 


+ ] + 9 ] 
ole the union’s’ thunder = in uccumbing 


l workers 
2” about” an NLRB victory, co d vou le 
e outeome ot which, we hi ist vou” 
been torewarned Although this ine cards? 


dent took place about three vears befor 


this writer resigned his labor relations 


Wi 


letters 


| look better on brighter, whiter 


Before you buy more letterheads, compare brighter, 
whiter WESTON BOND with your present letter- 
head paper. You'll agree, letters look cleaner, 
meater, more impressive on this brighter, whiter 
rag content bond. Ask your printer to use it. 


Par. 
ON Pa 


BYRON WESTON COMPANY 
DALTON, MASSACHUSETTS 


Makers of Pine Papers for Business Records Since 1863 


More Information Circle No 
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CALCULATED RISK OR UNCALCULATED LOSS? 
by John M. Wilson, National Cash Register Co., 
Dayton 9, Ohio, & pp., Free. 


An 


ment 


interesting and argu 


CA sh 


convincing 
for the use of multiple 


Write the 


drawe! 


registers, author for a 


copy. 


THE HOME SECRETARIAT. 
tion, 1426 G. St., N.W.,, 
18 pp., Free. 

How to write 
notes for different 
nouncements, 


Handwriting Founda- 
Washington 5, D. C., 


informal 
occasions such 


formal and 


as an 
acknowledgments, invita- 
of congratulations, 
thanks, appreciation, condolence and in- 
troduction. 


tions, and letters 


HOW TO CALCULATE 
Sticker. Dover 
York 10, 


by Henry 
Broadway, 


QUICKLY 
Publications, 920 


Neu 264 pp. $1. 


Many engineers require slide rules to 
perform ealeulations which a billing clerk 
would do mentally, states Mr. Sticker. 
This pocket-size book contains nearly 400 
short, graded exercises for the develop- 
ment of a number will in 
This 
publisher offers several inexpensive books 
on 


which 
erease proficiency in mathematics. 


sense 


interesting and useful mathematical 
subjects, a list of which can be had from 


above address. 


MANUAL OF EXCELLENT MAN {GEMENTS 1956. 
imerican Institute of Management, 125 East 
38th St., New York 16, 192 pp., $20. 


Tells why 409 companies were selected 
from over 4000 surveyed by the institute 
for overall Explains the 
management audit technique used, with 
a 16-page of Aluminum Co. of 
America to demonstrate how the apprai- 
sal system works. 


performance. 


study 
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NOW 
VISUALIZATION MADE EASY 
AND 
INEXPENSIVE BY CHART-PAK 


Tapes, Templates, Boards 
everything for graphs, charts, presentations, 
office and plant layouts, organization charts— 
oll from Chart-Pok 


All have pressure sensitive adhesive backing — 
con be offixed, removed or replaced easily. All 
con be reproduced 

TAPES — opaque and transparent — 1/32” to 2” 
over 60 printed designs. 
OFFICE TEMPLATES, form ond flow symbols and 
pictographs in a wide assortment. 

REUSABLE WORKBOARDS in transparent and 
opaque plastics, with printed reproducible or 


non-reproducible grids to assist in laying out 


wide — 14 colors 


material. Write for data and free samples. 


fis The Versatile 
= Orofteman 
——> 


CHART-PAK, INC. 

105-G Lincoln Ave., Stamford, Conn. 
Please send information and free sampies. 

i'm interested in: 
(CD Office Loyouts [-] Flow Charts 

() Graphic Charts 

DD iincctennesnnn 
a 
Address___ ——o - 
City- _Zone___State — 
1 would like to buy Chart-Pok material from my local 
deoler 


teat mane 


(CD Plant Loyouts 
(J Organization Charts 


Title ri 





I easadliccansnettcnennedtiienanditieenentinnamealttitannedtiaemd tiated tenant teenie 
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... ANYONE can do 
NOW PROFESSIONAL QUALITY 
— PLASTIC BINDING! 


with these HAND-OPERATED 


PLASTICO 


PUNCHING & BINDING UNITS | 


=== 


a 





Punching Unit Model 24 


Precision-punches pages fast and easy Binding Unit 
with powerful SHEARING ACTION! . 
Just insert cover and pages 


... pull lever . . it’s PLASTICO-BOUND! 


— 


ee ee ae 
— / 


— 


Imagine ne 


being able to produce genuine PLASTICO-bound booklets, 

catalogs, etc. — right in your own office! Single copies. . . Suchesive 
dozens... hundreds — these two handy machines will give 

your literature extra prestige and selling power by adding ARCH DESIGN 
colorful PLASTICO Bindings. Rugged, compact, and easy to 
use, PLASTICO hand-operated units are “at home” in every 
office or business — pay for themselves in savings of time and 
binding costs. 


for added strength 
and beauty 


rKE Colorful 8-page booklet tells you how to get more out of your printed literature. 
Fill out and mail this coupon TODAY! For More Information Circle No. 267 


Gm PLASTIC BINDING CORPORATION 


BINDERS Originators of Plastic Binding in America 
il 732 Sherman St., Chicago 5, Ill. 15 West 24th St., New York 10, .N. Y. 


PLASTIC BINDING CORPORATION 
Dept.O 732 Sherman St., Chicago 5, Illinois 


Please rush FREE BOOKLET giving me full information 
about the new PLASTICO Hand-Operated Punching and 
Binding Units for office use. 


Name Title 
Firm 

Address 

City 





a ee:\ | 
aang sf va 


Ultimate Value in Service, as well as in efficiency, is 
»an important consideration in choosing an adding ma- 
chine. TheR.C. Allen is known for lasting dependability, 
and a full measure of value in performance features 
which are exclusive at the very low R. C. Allen price. 
R. C. Allen dealers have electric and hand-operated 
full keyboard and ten key models to assure you of the 
right machine for your job. 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, Grand Rapids 4, Mich. 


TYPEWRITERS + CASH REGISTERS - ADDING MACHINES + SAFES+ FILES « BOOKKEEPING MACHINES 


For More Information Circle No. 366 
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50 MILLION 
MAILINGS 


and STILL GOING STRONG! 





INSERTING 
& MAILING 
MACHINE 


Over 50 million mailings, virtually no wear! 
That’s what a user reports after 8 years for the 
machines that gather up to 8 enclosures, stuff them into envelopes, 
moisten and seal flaps, meter postage or print indicia, count 
and stack. Operating at a production speed of 3,500 to 4,500 
pieces per hour, with minimum maintenance, they will produce 
200-250 million mailings in 25 years without overhaul! 

And mechanized mailing saves 80% 
of old fashioned hand method costs! 


Write for this descriptive catalog 
INSERTING AND MAILING MACHINE CO. 
PHILLIPSBURG, NEW JERSEY 


$e 
GATHERS ENCLOSURES = aggerTs INTO ENVELOPE SEALS ENVELOPE PRINTS POSTAGE INDICIA ——~Ounrrs @ STACKS 
a 1 —— 











INSERTING AND MAILING MACHINE CO., Phillipsburg, New Jersey 
[] Send descriptive catalog. [] Arrange a demonstration. 
We mail M per 


Name 

Firm 

Address 

City . Zone State 
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functional design 


ry y.X ' a4 gives you the best value in punched card accessory 


equipment because you can accomplish MORE in LESS 
SPACE at LESS COST. 


rrRo nDwuc rt 


CARD FILES... 
widest selection 
available fills every 
need—from 1-drawer 
to 22-drawer. 


HANDLING... 

a complete, integra- 

OPEN ted system of equip- 

REFERENCE... ment for data pro- 

files improve on tra- cessing machines. 
ditional designto give 
more speed, conven- 
ience and economy. 


STORAWAYS... 
completely flexible 
total storage facili- 
ties. Desk space easi- 
ly provided as shown. 


Ask your local Tab representative for complete information 
or write direct to Tab Products Co., 57 Post Street, 
San Francisco. PRoOonvDUCcCTsS CO. 
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Monroe puts AUTOMATION on these desks. . . Today 


Jones & Laughlin 


STEEL CORPORATION 


76 UNION ashes tie = 


a, \ 





See the MAN from MONROE 


for CALCULATING + ADDING « ACCOUNTING * DATA PROCESSING MACHINES 
For More Information Circle No. 309 
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HOW X € ROG RAPHY SPEEDS PAPERWORK 


cuts duplicating costs in a wide variety of 
SYSTEMS APPLICATIONS 





® Send for these case histories 


1. Progressive Report Writing for the Accounting Department at Westinghouse Electric Corp. 
2. Report Writing for the Finance Department at Blaw-Knox Company 
3. Production Control System at Bausch & Lomb Optical Company 


In addition to the hundreds of applica- 


to cut duplicating costs in their specifi 
tions in general duplicating, xerography 


applications. 
is becoming increasingly important in 


systems procedures. Westinghouse, 
Blaw-Knox and Bausch & 


The versatility of xerography is shown 
in three completely different procedures 
explained in detail in the case history 
folders available on request. 


THE HALOID COMPANY 


56-19X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


(ZE-ROG-RA-FEE) 


The fastest, cheapest, most versatile way to make masters for duplicating 


Lomb are 
using xerography and offset duplicating 
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SWIFT 


ADDING MACHINE © 


SWIFT BUSINESS MACHINES CORP. 


Great Barrington, Mass. 














Just place the Erasaguard behind the sheet from which you wish to erase so the curved 
surface of the Erasaguard protects the Carbon and the copies underneath. Treat each 
Carbon Copy to be erased the same way. 


. ume... Shep aste 
/ 


BE NOT ONLY AN EFFICIENT TYPIST, BE A HAPPY ONE. 


Notice how the Typist uses Kee Lox Erasaguard to correct errors on Originals, 
also Carbon Copies, Perfectly and Quickly. Saves Stationery, saves Carbon 
Paper. Saves so much Time and Time today is real Money. 

The perfect Equipment for 1956. One Typist. One Typewriter. One Erasa- 
guard, one eraser. 

No Secretary can give full efficiency without an Erasaguard. Errors are so 
easily made. Read what one writes. 





‘For almost a year ] have heen using your wonderful SSSSSSSSSSRSESSESSEEEESEeeEeeeeeeeeeeeee 


ORDER 


Erasaguard, I have been also unsuccessful in trying 
to locate several more of them for use by others in 
the office. I have a terrible time trying to hang onto 
mine. Please tell me where I can purchase these 
We need them so hadly, they're grand.’ 

Can also be used for drawing, will not slip, will not 
smut if pen is used drawing lines 

ORDER DIRECT 75c each. Wholesale Discount to 
Dealers in U.S.A. and Foreign. 


KEE LOX MFG. CO. 


Rochester 1, N. Y., U.S. A. 


Foreign Dealers write care EXPORT DEPT. 
above address. 


Kee Lox Manufacturing Co. 
Rochester |, N. Y., U.S.A. 


Send Please—_| Elite Pica 


Signed 
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i Traveletter 
As a credit reference 
using Traveletters since 


ot navil troul 


Traveletter 


TRAVELETTER CORPORATION . GREENWICH CONNECT 
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Labelon Printed Pressure-Sensitive Flatback 

Tape was used to identify components in a 

full-size wooden mockup of the atomic pow- 

ered submarine Nautilus, during its construc- 

tion by Electric Boat Division of General 
Dynamics Corp. 


Lower Saxony's Minister of Economic Affairs, 
Herr Ahrens, congratulating Joachim Wussow, 
director general of Olympia-Werke, Wilhelms- 
haven, Germany, at a celebration honoring 
Germany's largest office machine ‘manufac- 
turer. Olympia typewriters are distributed in 
the United States by Inter-Continental Trad- 
ing Corp., New York. - 
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the world's largest pencil, Mayor 


Using 


Bernard J. Berry signs a scroll commemorating 
109 consecutive years of operation in Jersey 
City by Joseph Dixon Crucible Co. Helping 
Mayor Berry balance the pencil is Frank G. 
Atkinson, president of the company. Looking 
on is E. M, Cabaniss, chairman of the board. 
Mayor Berry earned his first salary at the 


Dixon plant, where he worked as a 


sander in 1917. 


pencil 





Michigan 
Life’s 
New 
Office 

Building 


New $1,250,000 
homeoffices of 
Michigan Life Insur- 
ance Co. in Royal 
Oak, Mich. Four- 
story building has 
43,000 sq. ft. of 
floorspace, 6000 sq. 
ft. of glare-reducing 
glass, air condition- 
ing, recessed fluores- 
cent lighting and 
acoustic ceilings. 
Founded in 1927 by 
the late Gov. Alex 
J. Groesbeck, com- 
pany has $200 mil- 
lion of life insurance 
in force. Entrance 
lobby is at left. In- 
vestment depart- 
ment, below. 








The functional board 

of directors room 

has a wedge-shaped 

table and plenty of 
light. 


Office of Scott E. 

Lamb, president of 

Michigan Life Insur- 
ance Co. 


A basement room 
for relaxation, coffee 
breaks and general 
meetings. Accordion 
doors are used as 
room dividers. 














A Peerless Neoflow 
Camera saves $3000 
a month at the Con- 
vair Division of Gen- 
eral Dynamics Corp, 
in Fort Worth, Texas. 
E. Stanton Brown, 
engineering admin- 
istrative general su- 
pervisor, believes it 
will soon be saving 
them $10,000 month- 
ly. Plant used two 
million sq. ft. of full- 
size blueprints 
monthly. Camera 
makes a negative 
25% of original size 
for producing quan- 
tities of smaller 
copies. 


Smaller Prints Save 


Money at Convair 


A full-size blueprint compared to a print of 
the same drawing in reduced size. 


Four strips of scratch recorder chart paper 

with oscillograph tracings of electronic test 

Two Convair employees, assembling a B-58's data are copied simultaneously by the Neoflow 

wing section, refer to a reduced print of the Camera. Prints will be made from resulting 
engineering drawing. negative. 
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Anthony Garra 
(left) of Wright Air 
Development Cen- 
ter, and Capt. Leroy 
E. Ross Jr., with a 
Monrobot VI, _ first 
cf a number of elec- 
tronic computers be- 
ing made for the Air 
Force by Monroe 
Calculating Machine 
Co. MAID (Mon- 
robot Automatic In- 
ternal Diagnosis) 
unit, at left, monitors 
computer for ac- 
curacy. 


Serena: 





) Se 


The Ozaukee Press, 
Port Washington, 
Wis., is a tabloid 
newspaper that uses 
no metal type. Print- 
ed by offset, paper's 
text is set by type- 
writer, and Vari- 
Typer. At left, Mrs. 
Joseph Krebs sets 
headlines on a Cox- 
head-Liner. 3-M 
presensitized alumi 
num plates are used 
for 120-screen half- 
tones, printed on 35- 
lb. newsprint. (Photo 
courtesy Nekoosa- 


Edwards Paper Co.) 


Office of Greer Steel Co., Dover, Ohio, showing Generalaire desks, Goodform chairs and 
Super-Filers, made by General Fireproofing Co. and installed by Tope Book & Office Supply Co. 
All desks and files have tops of General Electric's Textolite. 








New Offices of Chicago Advertising Agency 


Needham, Louis & Brorby, Inc., Chicago advertising agency, occupies the 36th, 37th and 38th 
floors of the new Prudential Building. Each floor has 20,000 sq. ft. of unbroken floorspace. 
Some views of their new offices appear below and on the page opposite. 


The inner reception room on the 38th or The agency's cashiers have an office in the 
‘headquarters floor” serves visitors of Maurice accounting department on the 36th floor 
H. Needham, John J. Louis and Melvin Brorby. which is known as the “operations floor.’ 


duplicating department showing spirit Betty Dumbauld, the agency's librarian, at 
duplicators. her desk. 
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A storyboard confer- 
ence in the tele- 
vision film theater. 


Mailroom in the of- 

fices of Needham 

Louis & Brorby, Inc. 
Chicago. 


The 37th or "'crea- 
tive floor” includes 
the traffic depart- 
ment where schedule 
boards indicate 
progress on all 
agency projects. 











Feeding punched 
cards to the Grace 
Line's IBM electronic 
computer in New 
York which computes 
freight bills to five 
decimal places. 
Shipper receives an 
itemized statement 
which matches his 
bill of lading line- 
for-line. Detailed 
statistics on a ves- 
sel's cargo are fin- 
ished simultaneously 
with completion of 
loading. 





- 


‘ ‘ : % 


When a shipment is booked and bill of lading received by the Grace Line, punched commodity 

card is pulled from a Wright Line file and shipper's card from a Diebold rotary file. Com- 

modity card (already punched for rate, commodity and port combinations)) is punched with 

weight and measurements of shipment. Then all cards are processed by electronic computer 

and an accounting machine produces the necessary copies of statement which are attached to 

bill of lading. Two copies go to shipper as invoice. Other files shown are by Monarch 
Metal Products, Inc. 
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Takes a secretary ee ” Takes a boss 
less than 20 minutes to do an cai less than half the time formerly 


“all-day” retyping job needed to answer his mail 


Kodaks new Verifax Signet Copier 


quickly pays for itself 


even in the “one man” office 


Only $148—an unheard-of low price foran + Photo-lasting. - Easy to read, handle, file. 
office copier. An incredibly low price for a Verifax copies have the “look” and “feel” 
Verifax Copier, which does so many jobs — of letterhead papers. + Signet makes copies 
beyond the scope of ordinary office copiers. | on preprinted office forms, card stock, and 

See the extras the Signet gives you at a film. « Makes a translucent “whiteprint” 
new low cost— master, for just 10¢. « Makes an offset plate 
* Makes 5 copies in 1 minute for 242¢ each. — in 1 minute for less than 20¢, with low-cost 
- Nothing is ever left out on Verifax copies adapter. 


MAIL COUPON TODAY 


Get all EASTMAN KODAK COMPANY, Business Photo Methods Division 
343 State Street, Rochester 4, N. Y. 

Gentlemen: Please send free Signet folder, “Short Cuts” 

booklet, and names of near-by dealers. No obligation. 


the facts 
on new 


Signet 
Name Position 





Free folder describes this 
remarkable $148 copier in 
detail; also gives facts on Street 
eomplete line of Verifax 
Copiers. 


Company 








City 
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FOR 


TEMPORARY 
HELP? 


MANPOWER, INC. 


FOR 
TYPISTS ¢ STENOS 
GENERAL OFFICE WORKERS 


Our employees will work in your office 
or ours for any length of time from 

4 hours, to a day, a week or longer 
at low hourly rates. 

Call the Manpower, Inc. office in your 
city — operator B — for fast, 
economical service! 


We are not an employment agency. 


manpower, 


inc. 


IZED LEADER IN THE 
RY HELP FIELD 


Akron 
Allentown 
Atlanta 
Baltimore 
Boston 
Bronx 
Brooklyn 
Buffalo 
Chicago 
Cincinnati 
Cleveland 
Columbus 
Dayton 
Denver 
Des Moines 
Detroit 
Evanston 


Fresno 
Hammond 
Hartford 
Houston 
Indianapolis 
Jacksonville 
Jersey City 
Kenosha 

Los Angeles 
Manchester 
Milwaukee 
Minneapolis 
Newark 

New Haven 
New Orleans 
New York 
Niagara Falls 


Oakland 
Omoha 
Paterson 
Philadelphia 
Phoenix 
Pittsburgh 
Portland 
Providence 
Racine 
Richmond 
Rochester 

St. Lovis 

St. Paul 

Salt Lake City 
San Diego 
San Francisco 
San Jose 
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Seattle 

Sherman Oaks 
South Bend 
Springfield 
Syracuse 

Tacoma 

Tampa 

Toledo 

Tucson 
Waterbury 
Waukesha 

White Plains 
Havana, Cuba 
Johannesburg, S. A. 
London, England 
Paris, France 
Montreal, Canada 
Toronto, Canada 
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...to brighten her outlook, 
heighten her output! 


There’s never been an adding machine like Clary 

to match the tempo of your busy office...and to 

match the color scheme of your modern furniture 

and equipment. 

People in over 150,000 offices say Clary 10-Key or 

Full Key is the world’s most enjoyable machine to 
operate. It lifts office morale and does wondrous things 
with numbers that only a Clary can do so well. 

See new Clarys in blue, gray, green, 

beige and turquoise at your Clary 


dealer or Factory Branch Office. 
Look in your yellow pages today! 


BUSINESS MACHINES DIVISION 
CLARY CORPORATION, 
SAN GABRIEL, CALIFORNIA 
CREATOR OF MODERN ADDING MACHINES AND CASH REGISTERS FOR AMERICA AND THE WORLD 


For More Information Circle No. 328 
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Storms, One of America’s pioneer manufacturers of 


g large variety for many PY 
STORMS 


Carbon Rolls, produces 
ar Carbon Rolls — SERV 
ICE BURT AU 


oses. Here are some of the popul 


Pp 
pecial requirements. 


others can be made UP for $ 
The Storms Servi 
ec 
» nee p89 ot 
arbon Paper, Inked sanyo 
@ 


BOOKKEEPING MACHINE ROLLS Cotkiin til: Mon 
ore invited to 


consult wi 
with Storms whenever you 
get 


* ADDING AND 
AUTOGRAPHIC REGISTER ROLLS oughrner~elip pliociaaa 


ELLIOTT-FISHER BILLING MACHINE ROLLS 


PATTERN TRACING CARBON ROLLS 
BLUE semi— (carbon one side) 


BLUE fuLt— (Carbon both sides) 


puPLEex — (Blue one side — Red reverse side) 


SPECIAL ROLLS FOR NEON SIGN MAKERS 


TELETYPE ROLLS 


Let us help yO" develop more business with the Storms 


line of Carbon Rolls. Write for complete information. 


4 We would Wi 
Rolls. Please 
We would like © copy © 


Name 


“The Complete 
Line — 
thet Stands the Test of Time” 


or 
ore P 
i Mor Informatio Circle N C 
f n . o. 360 
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World's Finest Dup licalors 
AT THE WORLD'S LOWEST PRICES 


Introducing 
SPEED-O-PRINT’S 
LIBERATOR MODEL 300 ELECTRIC 


SPEED-O-PRINT CORPORATION 
1801 W. LARCHMONT AVE. @ CHICAGO 13, ILL. 


For More Information 
Circle No. 365 











Record handling safer.. 


. more efficient 


for gas company with Rol-Dex! 


The photo shows a Rol-Dex unit the records. Rol-Dex also: 
in a metropolitan gas company ® provided over 90% 


accessibility to out- 


: . > 9 ace i a aot . 
customers’ accounting section. side reference. 


Housing customer history cards, @ eliminated necessity 
of carrying trays to 

the units replaced old files which and from desks. 

caused congestion when numer- © improved working 
comfort, thereby 

ous clerks had to gain access to reducing expensive 
turnover, 


~-<—e enc ene eae nee ee eee 


WATSON MANUFACTURING CO., ies. 





i] 
Rol-Dex Division, Dept. ' ’ 5 
} Jamestown, New York t Send for more information 
' 
; Please send me information ebout ROL-DEX record units ' on this and other 
a sailed eiaialatiilaiatits ' 
| ° . 
IR cccienitin eee eee "Sa ree eee “ ROL-DEX installations. 
4 Street _....- wines CII. ccctsiiaiatiiiemitinininly | 
Se Roeernmmnageets arcmin a 3 


WATSON [established in 1887) also builds a complete line of filing 
cabinets and courthouse, bank and hospital equipment. 
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Spee-D-Ada 


Here are <= smart 


ways to speed up your 
mailings...use Dennison 
Addressing Labels 








2. IN CARBON SETS. Quick, 
clean, easy for typing multiple 
mailings. Four sheets of couponed 
label paper collated with one-time 
carbons. Labels stay lined up until 
snapped apart. 33 labels, 213/45” x 
15/6”, per sheet; 132 to set. 


1. IN SHEETS. Most versatile 
kind of addressing label. Type- 
writer size sheets for typing and 
duplicating. Type 33 labels with 
One insertion in typewriter. Make 
carbons for multiple mailings. Lint- 
free; pod-free. 33 labels, 2'%6” x 
1”, per sheet. 


All with Dennison special formula 
gumming for tight adhesion 


At your stationer’s or write for 


the name of your nearest dealer. 


g 
=e SE ee ee ee ee ee eee 


<Dein ROLLS. Quickest, easiest 
for one-time miailings. Labels come 
in continuous strip for convenient 
typing and attaching. 1000 labels, 
ay X e 
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Mercury products for 
duplicating machines 
are built to the same 
standards as rollers 
and blankets on giant 
commercial presses! 



































RAPID ROLLER COMPANY 


MAIN OFFICE AND FACTORY: FEDERAL AT 26th STREET « CHICAGO 16, ILL. 


EASTERN SALES OFFICE: 800 McCARTER HIGHWAY + NEWARK 5, N. J. 


IMPORTANT: There Are NO OTHER Rapid Roller Company Branches or Factories 
For More Information Circle No. 367 
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ase. ita, 





A new way of life in the office 





PARTITION-ettes*' 
and OFFICE-ettes'‘' 


| 


haveye it] (o] aa 
packaged offices in both 


steel and wood 


Manufactured by 





PN ee.) We ee i 1 oe 10) 2) elone mele) i ie] 7 wale). | 
Arnot-Jamestown Division 
WAC l OM tbadale 44-1010 -Pmm) |-), ae Aele ant) Pe 
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2 Stecial ACCO 
PRODUCTS 


To Step Up 
Filing Efficiency 


“Acco-Bound Papers Are SAFE 
Papers” is as true today as 50 years 
ago. But today there is an almost 
unlimited selection of Acco products 
to insure filing efficiency in every 
department of your business. Your 
stationer will be glad to show you 
the Acco line and discuss your use of 
the newest Acco products- 


The BFC Accopress Binder 


Makes your file binders into a 
library of neatly bound and titled 
books. Similar to the famous BF 
Accopress Binder but 
equipped with an adjustable, ex- 
pandable (up to 6”) back flap to 


standard 


The Accopress 

Pin Prong Binder 
For binding the marginal 
punched sheets used in many office 
machines. Available in many sizes 
in a choice of genuine pressboard 
or heavy binder board covered with 
canvas or black pebble grain cloth. 
The binder—for temporary or 
permanent file use—is equipped 
with an Acco Fastener having very 
narrow prongs. An indispensable aid 
to orderly, safe filing of business 
machine forms. 


pre- 


provide a tight, flat indexing surface 
regardless of the thickness of the contents 
of the binder. Economical, and ideal for 


binding all papers. 


ACCO PRODUCTS, INC. In Canada: Acco Canadian 


Ogdensburg 


New York 


Ce. Ld. 


T oronto 
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the Coxhead Man 


WILL SHOW YOU 


IN | 5 MINUTES 


how Vari-Typer composition 


can save you 


up to 40% on your printing 


Heads photo-composed on the Coxhead-Liner. Coupon Copy by Vari-Typer. 


COXHEAD CORPORATION 


» RALPH C. COXHEAD CORPORATION 
: 720 FRELINGHUYSEN AVE., NEWARK 12, N.J. 
a 


¥ fp id 


es 


. Please send me Vari-Typer Booklet C-73 


CUT Y ccccccccccccccccccccvccccccccccccccccccccccsesceseseed ZONE..... STAT Becccccccccccccccccccccccccccccce ws 


bw OMG TRE EG BE GR OT CR CER 
For More Information Circle No. 180 
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Quality materials and supplies for 


Carbon and Ribbon Manufacturers 


TYPEWRITER RIBBON FABRICS 


Fabrics that have been specially designed 


and woven to produce really better ribbons. 


Moller oo Corp. 


21 WEST STREET. NEW YORK 6, N. Y.. U.S.A. 
r 2-5425 


ore Information Circle No. 369 
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—to feel how every finger (of either hand) 
falls into natural, easy working position... 
how the over-size, plainly labeled control 
keys give direct “live” response... how 
Totals and Sub-totals are obtained instantly 
by depressing bars, with no space strokes 
required. This is the first adding machine 
to fit the human hand—the first new key- 
board granted a patent in years! 


Actual items you enter on keyboard appear 
in this Check Window before they are 
printed or added. For the first time on an 
American 10-key machine you see what 


you're adding —so you can work quickly 
and accurately. Clear Signal prints auto- 
matically on tape with the first item follow- 
ing a total. True Credit Balance prints with- 


out extra motor operations or pre-setting! 





Ideas about adding machines are changing 


fast since Friden developed Vatural Way add 
ing. Seems like everybody wants to go 10-key 
with Friden! Your Friden Man can show you 
why—call him. 


Friden sales and service 


WAY 


e THE NATURAL 
THE AUTOMATIC CALCULATOR 
THE COMPUTYPER ® THE 


throughout U.S., world. Frip—en CALCULATING 
Macuine Co.,, Inc., San Leandro, California. 
NEW! New model Friden offers rapid 
multiplication with automatic step-over 
of multiplicand. 


ADDING MACHINE 


ADD-PUNCH MACHINE 


For More Information Circle No. 322 
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Whatever line are you ready to fill the 
of conventional NEW NEEDS 


duplicating il of today’s customers? 
products 





Revolutionary changes and improvements in typewriters and 
you now handle duplicating machines now call for the carbon and ribbon products 
that provide reliably good results with these new machines. 


To meet more fully all of today’s requirements Allied research has 
developed a whole new concept in specialized products. 


Take, for instance, one example: 


among the 
world’s finest 
duplicating products: 


Flagship patented 
metallic back 
carbon paper 


Flagship carbon 
paper ribbons 


Offset ribbons 
Tabulating ribbons 
Addressograph ribbons 
Diazo ribbons 
Hotel Register carbons 


for Ozalid, Bruning and other Diazo type machines, produce rich, 


Artist transfer carbons sharp impressions on snow white backgrounds that are completely 
free from feed roll shadow. 


School packs 
Carbon binders 


Let the Allied Man* show you one or more of these newest develop- 
ments, which you can add to your current line, to fill the needs of 
your most important customers today —and you'll begin to get 
acquainted with the value of an Allied franchise. 


Spirit carbons 
%* P.S. Or we'll be glad to send you details by mail. Just write to Dept. B4. 


ALLI E D CARBON AND RIBBON MANUFACTURING CORPORATION, INC. 


General Offices and Factory: 165 Duane Street, New York 13, N. Y. 
Western Office and Warehouse: 3404 So. Main, Los Angeles 7, Calif. 


Stencils 
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ALUM-Q-LITH PRESENSITIZED PLATES 


ceeeennaaEREEeEEEEn ~ 


ASK THE CRAFTSMAN 
WHO USES 


ALUM-O-LITH 


PRESENSITIZED PLATES 





SK CRAFTSMAN RUSS MILLREN, PLANT FOREMAN, ARBEE PRINTING CO., SPRINGFIELD, ILL 
iss Millren say I was very dubior I pre-sensitize 1 
But after trying Alum-O-Lith Plates I'm 


] 
lit 





they are unsurpassed in qu 
" eloper, D.L.G our pl ire 

in a flash, and with a minimum of make-re ly t ( / 
asl ik Saciaialiiay poled webbed te Wee MUD We, to wintlins /micro-surfaced 
big advantage. Our Alum-O-Lith Plates have print d 
superior to our former letterpress operation 
Yes, Alum-O-Lith Plates are different, they're BEST 
in my book: Want proof in your shop? Call your 
Authorized Alum-O-Lith Dealer or write direct 


j 








LITHOPLATE, INC. 


A Subsidiary of Harris-Seybold Compar 
WESTERN: 278 Arden Drive, E] Monte, California 


EASTERN: 523 West Broad, Richmond, Virginia 
MIDWESTERN: Interlake Industries, Bldg. 23, Joliet, Ill yo ay Ys ee a oe 8 
PRESENSITIZED PLATES 
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anew era of typing perfection 


The fabulous new Remington Electric Typewriter! 


Herald new typing ease and comfort for typ- 
ists as the electric features of this great per- 
former help speedily move mountains of work. 

Welcome a new age of impeccable corre- 
spondence for executives. Choose‘‘your’’ Exec- 
utive type style from a variety of type faces, 
and letterhead -harmonizing colored ribbons 
too, for perfectly printed correspondence as 
individual as your signature. 


Available in six soft pastel colors, every 
clean line of this superb machine expresses 
beauty witha purpose. . .it’s easily the finest 
Electric typewriter available. Send for the 
full-color brochure (RE 8811) describing it. 
Room 1733, 315 Fourth Avenue, NewYork 10. 


Remington. Fland 


Division of SPERRY RAND CORPORATION 


For More Information Circle No. 221 
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The Office Employee: 
Professional or Chattel? 


W. MILLER BENNETT 


Vice President, Inland Container Corp., Indianapolis 


ROFESSIONAL OR 
the 
make the 


CHATTEL 
it’s up to olhee 


You Cat 


the future what vou will. Your guid 


10, 


manager. 
othee employee 
ance, your acct ptance of him as a pro- 


fessional worker, will dictate to what 


ends he c«an aspire. 
It is up to you and the hundreds 
like you make up the important 
middle level between the executive ech 
lon and the 
A few years 


whether or 


1 
Who 


reoular clerical employee. 
hack it was a question of 
you would be elassed as 
a professional worker. There is_ still 
much rough road to cover on that pot 
but it is fairly established, in the con 
of at least the working pub- 
lie, managers have 
sumed such a status. Another deeade or 
so should decide the point definitely. 
On the other hand, élerical 
the filing clerk, billing typist, 
stenographer—are 
many as a sort of 
White eollar, to be 
removed from 
nomenclature as “protes- 


But are they ? 


not 


SCLOUSTIOCSS 


that ofhee now as 


cfommon 
workers 
ord r clerk, 
still looked on by 
clorified 
sure, but 


entry 


laborer. 
quite far such 
distinctive 
sional”, 
the 

some 


true, office 
(And still 
are.) In the days of the golden Romans, 
the tallving of grain, checking of sup- 
plies and all the labor entailing some 
edueational background was handled 
efficiently by Greek slaves from the 
War. These slave-tutor- 
better 


ago, it 1s 


Centuries 


emplovee Was a slave. 


Greco-Roman 
office-workers were treated a bit 
than the common slave who was allowed 
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the 


more 


only to grind the grain, work in 
fields, build aqueducts, ete. The 

educated ones lived in special quarters, 
fitting 
and pertormed no menial tasks whatso 
ever. A fitting forerunner, perhaps, for 
the white collar employee ol today who 
working hours in 
little more pleasant, wearing somewhat 
better clothing, and eating hot lunches 
at the cafeterias and restaurants, rather 
than cold sandwiches from a lunch pail 
as 1s typical of the manual laborer or 


ate better, dressed in a manner 


spends his areas a 


the factory worker of the blue collar 


brigade. 

With his the days of the 
glory of Rome, perhaps it is no wonder 
that we ot the office have taken the 
clerical worker for granted: just 
another machine that handled 
fully and with tact, oiled regularly with 
supplemented 
with extra help or a bonus 
will give years of satisfactory service, 
to be discarded when a_ newer, 
efficient model arrives. We have grossly 
underplayed his importance in the 
smoothly running efficacy of a report 
handed to the executive committee; a 
survey run and completed; an order 
taken and produced in record time. 
Where would we be without them? All 
of the small detailed portions of office 
routine are being handled, we hope, 
quietly and quickly by unseen hands; a 
myriad of tiny which are 
scarcely visible and which, if undone, 
would evolve into a steady stream of 


roots 1n 


care- 


reasonable wages, ocea 


sionally 


more 


necessities 








Astronomical financial figures, complex inventories, 
mammoth production facilities, ingenious selling 
techniques—the control center of all business is the 
office, in the hands of the office employee. 





nuisances and annoyances. We don’t 
see them being done, but we sure would 
miss them if they were not done! 

Many of us have noticed this trend 
toward a growing recognition of the 
worker. Office management 
tor the last decade have included some 
mention of the word “protessionaliza- 
tion.” But we have not quite yet made 
the transition that would place the office 
worker in the light of his true value and 
significance in respect to the increasing 
importance of the role he will play in 

I ruture. 


the omee of the 


othee books 


follow some ot! the business 
you have treated more 
than once to a fanciful picture of the 
office employee of tomorrow—a Milque- 
toast individual sitting at a 
panel of immense proportions, pushing 
first one button and then another, and 
all the while a great whirring and roar- 
ing of machines doing the work he indi- 
eates. It is fascinating. A single man 
or a well-put-together robot, oil can in 
hand, servicing the great mechanical 
brains that will think, record and carry 
out almost every conceivable activity of 
the office. 

Jules Verne, at least, did not under- 
estimate the importance of being human. 
I wonder if we are not increasingly 
guilty of that fault, concentrating on 
bigger and better machines and neglect- 
ing the human aspect of the case. Re- 
cently I noticed a news item that 
anatomists and phrenologists have con- 
cluded that the human head has steadily 
become larger in size with more than a 
possibility that its increasing girth indi- 
eates a brain of greater capacity. In 
years to come, man may have a quite 
enormous head, encompassing a quite 


If vou 
been 


cartoons, 


sort of 


68 


enormous brain capable of wonders yet 
unconcelived 

Another news item informed the pub 
new invented, 
said, which include the 
foible of Ap- 
parently we are nol ready lor a pertect 
answer machine in this day and age. 


being 
will 


he of a machine 
or so it 


human making mistakes! 


The tact remains that, no matter how 
astronomical the figures of finance be 
come, no matter how complex the inven 
tory, how mammoth the production fa 
cilities, tech 
business 


selling 


eenters of 


how ingenious the 


niques the control 
are our offices in the guiding hands of 
the oftice employee. With him rests the 
decision. He 
tor of the 


written, 


is the irreplaceable execu 
whether it is a letter 
a paper filed, a stamp affixed, 
or a chart drawn. If these matters seem 
trivial, recall the words of one 
rreat man who said, “Witness the low- 
ly postage stamp—its value lies solely 
in sticking to something until it arrives 
at its destination.” 

You have heard, 
the phrase 
ofnee’. 


idea, 


just 


I hope increasingly, 
“management through the 
Basically this is the theory that 
our planning, charting our course, tak- 
ing pe riodic soundings of progress, sup 
porting commitments and providing a 
corporate memory to guard against pit 
falls, is performed essentially by the 
office employee. Those in executive posi- 
tions often believe that the spark is 
more important than the piston which 
it activates. We often rate the idea too 
far above its execution. We tend to 
favor broad conception over perform- 
ance of details. This is fine, if, in get- 
ting the overall picture, we recognize 
the many cogs in the wheel which turns 
out the job. 
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Notwithstanding some philosophers to 
the contrary, I firmly believe that future 
events are foreseeable in the trends of 
today’s living. In our work of today are 
the seeds of tomorrow’s great happen 
and inconsequential occurrences. 
We determine the future of the office 
employee as we concern ourselves with 
his today. What is his status now and 
what heights will he reach, or what 
depths will he plumb, tomorrow ? 

Most of us have accepted the idea 
that the office is a production unit and 
that, as such, it can be a source of profit 
to business. I hope we have all dis- 
carded the once popular idea that the 
office with its workers was a 
nuisance, best charged off to overhead. 
The acceptance of the office on the same 
level of importanee as the plant and 
divisions will contribute much 
toward the active professionalization of 
office employees. 

Just what do we 


sionalization ?” 


Ing'’s 


necessary 


sales 


mean by “profes- 
In particular, we have 
applied that word to doctors, lawyers 
and clergymen. A few hundred years 
ago there was no such thing as a doctor. 
He was merely a barber with a small 
leeching or bloodletting activity on the 
side, an extra-curricular activity which 
grew by leaps and bounds into one of 
today’s most respected professions. I 
wonder if our grandchildren will apply 
themselves in such manner to the attain- 
ment of a position in the ranks of pro- 
fessional office workers. 

According to several works on pro- 
fessionalization, there are six require- 
ments to the establishment of a profes- 
sion: (1) a code of ethies or a statement 
of principles; (2) the free interchange 
of new truths among members of the 
profession; (3) the possession of a 
body of organized knowledge; (4) 
formal instruction leading to a distinc- 


tive degree from an institution of higher 
learning; (5) certification of proficiency 
of individuals; (6) recognition and 
acceptance by the publie. 

We in NOMA have had a hand in 
advancing this move toward profession- 
alism. Witness the development of new 
and original techniques in the office 
not merely warmed-over substitutes for 
factory ideas, but fresh and_ specific 
information, machines, techniques. We 
are gradually building a body of knowl 
proprietary to the office; organ- 
izing work, eliminating waste, building 
a control system, devising new methods, 
and training 
job properly. 

New organizations 
furthering the and its “working 
employee. The tormless identity 
that taps the key, opens the file folder, 
punches the card, reproduces the word, 
checks the figures, and makes usable the 
facts, 1s being’ pushed to the front by a 
growing multitude of interested people. 
Take such groups as the National Office 
Management Assn. and the Office Man 
agement Division of American Manage 
ment Assn. The controllers have the 
Controllers Institute of America, and 
the burgeoning secretarial profession 
has over 12,000 members and 300 chap- 
ters in its National Secretaries Assn. 
Each organization is contributing some 
portion to the increasing prestige accru 
ing to the office employee. 

One of the most publicized moves 
toward professionalization in the past 
few years has been the NSA drive to 
bestow the CPS insignia upon their 
members. Hundreds of stenographers 
and secretaries strive to become Certi- 
fied Professional Secretaries and, be- 
lieve me, once they have passed the two- 
day exams for that little honor, they 
are truly professionals. Truth of that 


edge 


clerical forees to do the 


have sprung up 
office 


vhost” 





The office worker must realize that his is a career— 
not just astopgap until something better comes along. 
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A man produces more and better when he is happy 
and satisfied. Why, then, this concentrated effort to 
keep him “in his place?” 





\ 
) 
aionge Pass 
} | 
fie speeds. 


iIscovered thi 


prod wt 


prom 


Vancemel 


program, 
ecognized 
] 


need 


1 
worker ¢ 


pal 
worker 
position 


haps 


preparing and turn 

d columnar resume 

s. Perhaps it is 

of being in a neat, 

-conditioned office with all the modern 


ngertips. 


lo many ol 


working world we 


though its short 


There is a job satis 
] 


and lit 


many. 
must be 


here somewnere, 


raged and embellished if we are 
‘al workers into protes 
and the 

accountant, 


that 


stopgap 


stenogrTrapnel clerk, 


tormal| 
brought 1} alization 
caree! i just a 
better comes along 


must 
our 


othe managers who 


this realization It is 


and ive, to prepare 


pre ree 
present, to carry out and etfect the 
nah 
pre 
hetter 


at must come. Company 


1! many nstances, has 


employee trom 


lf from him his 
Witness the 
money on SO 
could het 


salary to its 


anne 


and selt-direction., 


ncentive 
company that spends 


called “ormece benefits” Ih 
livable 


ter pay a mor 


The kill-em-with 


1 
Vho 


workers. kindness com 


panies, are tooling’ no one, Us 


devices to 
and 


undereover 


he yond 


benefits as 


suet 
up activity logieal 


rmal expectations 


turn 
and 


Others are guilty of balancing 


over costs with low startiny wages, 


hire less 


There is the 


consequently have to accept 


ble applicants. company 


Invests In machines with the mis 
can be a re 
helping tool 


must recognize 


that a machine 
rather 


employee. 


idea 
than a 
We 
whines are merely 


Man Is 


machine, 


piacement 
lor the 
that m: one eXpression 
the who 
and every 
him to 


ot man himselt. one 


develops not the 


development of man permits 


build bigger, better or more complex 


machines as an extension of his renius. 


W hat 


we 


errors are we perpetrating when 


oloss over the need tor competent 
human beimes in our offices? 


\\ Ith 


today <~ 
the 


deficiencies in 
that 


such 


wonder othee 


If Is no 
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employee develops the type of working 
visible Ith otfices 

that him to 
move and think at minimum acceptable 
levels, to start his day with the whistle 
at the end of the shift, to waste time in 
the washroom and steal time trom work 


HNeCUTOSIS SO many 


a sort of fatalism CAUSCS 


for idle conversation. 

It is quite true that he hurts himselt 
with his meandering mind, his 
hours a day. He is hurting himself, his 
future, his 


lost S 


othe 
management, and the others like him in 
the office of tomorrow. But we who lead 
and supervise must first have the vision 
if he is to gain our point of view. 

It is the bad side of the picture | 
have purposély painted for you. I must 
emphasize it because it exists too often; 
than 20 or even ten 
exists nevertheless. Office 
itself has steady 
improvement. Never in history was the 
well managed as it is today. 
Never before has the production oft the 
office worker been so high. Mechaniza 
tion, 1f is true, 18S an important 
but we like to think that true advance 
ment in the office has stemmed 
improvement in leadership and in exe 
eution of the functions of who 
manage the offices ot today. 

Because I believe this to be true, and 
because I believe that we ean 
I would lke to think 
future office employee: 
if we, who care about 
well tor the 
ot the past. 

There Is much 
fessional anything than a cursory glance 
at the would indicate. It in 
volves a lot of time and study, a collec 
tion of skills and natural abilities, a 
seeking and an acceptance of job ethies, 
standards, The 


chance of advancing 


less often 
ago, but if 
management 


years 
show I 


othee SO 


Cause, 


lrom an 


those 


prove it, 
about the 
he ean be 
build 
foundations 


more 
what 
the office, 
future on the 


more to being a pro 


business 


ideals. protessional Is 


not merely a hard worker—one who 
applies himself with 

The 

fulfill the tundamental 
the public. LI 
the work to bye 
institute a 

svstem, le 
to by 


available 


tervor tf A iob. 
professional 1s the one who e¢an 
requirements ol 
must be able to orgwaniz 


done, climinate waste, 


modern production control 
what work 1s 


what 


must know 


done, how long it will take, 


1 


forces he has to do the work. 


The protessional olhece employer will 
minimum el 


prope r 


methods 
fort, wall 
traning 


devise requiring 


and disperse 
from and to individuals above 
Job. lle 
what constitutes a day’s work on a given 
forth the 
day’s work. 


ACC pt 


and below his must recognize 


job, and be willing to put 
that 


eminent 


required effort to do 
that 


protessional IS 


According to word 
W ebster, that 
which is opposed to amateur. There is 
always room tor thi 
but in the office 
the professional amateur. 
line, the 
high school complexes must be laid aside 


master, 


beginner, 
room tor 
Somewhere 
bette Pr. 


amateul 


there 1s ho 


1 


along’ the sooner. thie 


and a attitude embedded 
in the working eonserousness OL our em 
ployee. 


This is 


protessional 


and can be an interesting, 
satisfying, rewarding career. It need not 
be a stopgap between here and a better 
here and retirement. If a man 
must needs spend one-third ot his lite 
on the job, producing services or prod 
ucts tor others, why attain 
the rank ot professional in the 20 or 30 


job, or 


cannot he 


years he spends at that job. A man pro 
better if he is happy, 
satisfied; proud of his job, his company, 
standing with them. 
Why, then, this concerted effort to keep 
him “in his place?” 

Perhaps our difficulty les in deter 
mining just what his place is? Is he a 


protessional, or is he a chattel a bond 


duces more and 


his associates, his 





The one thing a human being does best is to think. 
It will become increasingly difficult to class the 
office employee as “overhead.” 
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Centuries ago, the clerical worker was a slave— 
and some still are. 





annual wages 
to a ealline he cannot hear? If chattel 
he is, a victim otf and dependent upon 
routines, then ou 
nefarious business ot 


man tied by necessity of 


super-mechanical 
oihees are in the 
turning out production line workers fo1 
a job too complex to obtain the maxi 
mum factory 
workers. 


elmciency ol precision 
will continue to 
learn on minimum effort, minimum re 
sponsibility and minimum thinking, be 
lieving firmly that company 
hires him he has only to turn in a prop 
erly punched timecard to become a com 
pany responsibility for life. His only 
not step beyond the 
last boundary line of company patience. 
His life is lived off the job, outside the 
office. His 
endured, deceived and 


Our monstrous robot 


onee his 


concern 1S that he 
bosses are “masters” to be 
avoided as much 
as possible. 

Almost any office will yield these two 
types ol workers to the casual observer 
The one is anxious, hard-working, sin 
cere, consciously striving to better him 
self and his department; to be useful, 
to upgrade his position through up 
rrading work in general. The 
other is enough, perhaps, and 
maybe even busy, but of 
what nothing 
of value is produced? One can be busy 
counting tiles on the office ceiling! 

I preter to that the ofhee 
employee of our future will really be a 
professional. For new 
new device or system developed by and 
for him, he will add a new thought and 
an improved operation, broadening his 
scope and his usefulness. His pride in 
being responsible and in fulfilling a 
recognized need in the 


othice 
bright 
continually 

is being busy it 


necessity 


belie ve 


each tool, each 


control of the 
business will offset his loss of the Hora- 
tio Alger dreams to which many young 
men once aspired. As labor-saving de 
vices are created and accepted, the office 
employee will increase his production; 


absorbing new facts, new trends, more 
thorough coverage of the job that needs 
to be done, offsetting the tewer man- 
hours required to handle details. 

In the office of the future there will 
be fewer operations to be done manually. 
Technological will consume 
these myriads of details in larger and 
larger gulps, doing away with dull, te- 
1 repetitious effort that is so much 


pre w2TeSS 


a1oUus, 
a part of our schedule at the present. 
How fortunate if we could do away 
with the hours spent transeribing the 
billions of letters that are such big busi- 
ness in your day and mine. When there 
is some way to circumvent this necessity, 
when some gadget comes along to do 
away with this manual doing and re- 
doing of the letter, I don’t believe the 
othice employee, whose job this now 15s, 
will be fired. Rather, I think he will 
take over more of the lower level duties 
of his superior, releasing that individual 
in turn to be of 
superior. The responsibility for typing 
a perfect letter, fine as it may be, will 
into the greater responsl- 
thoughts 


more assistance to his 


be translated 
bility of participating in the 
that create such letters. 

The trend in such diree 
tions can the registry rolls 
of the hundreds ot and uni- 
versities throughout the United States 
offer numerous and_ various 
courses in the fields of business. Twenty 
five years ago a prospective student of 
business could if he wished to 
fly in the face of fortune, an accountant. 
Today, he is trained to be an office man 
executive. He studies account- 
law, develop- 
ment, allocation of distribu- 
tion of world The college of 
business associated with accredited uni 
versities carry which lst de 
scriptively in catalogs such 
things as: “problems, practices, pro 
cedures and _ principles business 


Increasing 
be noted in 


colleges 


which 


become, 


ager or 


ing, business economic 
resources, 


income. 


eourses 


college 
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cycles, history, development and control 
. monetary and banking systems. . . 
methods and controls to insure efficient 
business operation ... collection, analy- 
presentation of statistical data 
. writing for business.” The world of 
business and edueation has perceived 
and is meeting the need for a formal 
education to achieve the desired profes- 
sionalism. With an ever-increasing num 
her of graduates bearing the certifiea- 
tion of acceptance and proficiency, the 
public will soon follow. 
The thing a human 
best is to think. When we make it pos- 
sible tor him to think with profitable 
results, we have opened the doors to 
countless more employees in the office. 
In the future, it will be increasingly 
difficult to class such an employee as 
“overhead.” He will gradually absorb 
the part-time and poorly done clerical 
activities of the factory worker, fore- 
man, and salesman; relieving them of 
irksome duties so that they in turn may 
give more conscientious time and effort 
to the backbone of their particular jobs: 
the preparation of materials, oversee- 
ing of employees, and selling of the 
finished product. Our professional office 
employee will do the clerical duties they 
pertormed so grudgingly, with rapidity 
and economy; better and quicker and 
with the love of a good job well done. 
He will be a true “serviceman” for his 
industry—and I do not use the word 
“service” in a menial Through 
his manipulation of paperwork, ma- 
chines and equipment plus professional 
know-how, he will provide every busi- 
ness with a more substantial foundation 
for being in business. As a top service- 
man, he will enable his company to sell 
its products at a better price and a 


sis and 


one being does 


sense. 


better value, by producing facts to sub 
stantiate such prices and values—tacts 
which the office doesn’t have time to 
produce today because of time wasted 
on non-productive detail. 

The office professional will most sure 
ly have a greater face-to-face contact 
with the customer in the future. Who 
better can explain a complex bill to an 
irate customer than the bookkeeper who 
has handled the billing, the preparation 
and submission of the itemized state 
ment? With a professional concern tor 
his business, doesn’t it seem he is the 
logical rather than the salesman 
who merely took the order, or the sales 
manager who knew only that the sales- 
man had made the call? 

Whether by letter, by teluphone, or 
in person, our future office employee 
will be a good salesman, helping to sell 
company policy, principle and product 
through his own deep concern for, and 
pride in, his industry or business. He 
has a picture from within the controls 
of the business that no outsider can 
duplicate. He can meet a challenge 
based on his own intimate knowledge 
of the facts. 

Certainly he will be better paid for 
his job. If we were able, today, to de- 
fine, determine and produce what we 
mean when we talk in terms of profes- 
sionalism, perhaps we would already be 
well on the path of paying a proper 
scale for a proper job. Today, I’m 
afraid we have neither the proper pay 
seale nor the proper job done. 

Instead of being an “only out,” a 
between “slinging hash” and 
“being tied to a desk all day,” office 
work in the future should be a sought- 
after job. The potentials of the indi- 
viduals hired should be much higher. 


one, 


choice 





The office worker's development depends on the 
faith and trust you have in him, the responsibility 
you delegate to him, the perseverance with which 
you teach him. 
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SINCE 1944, THE OFFICE Maga- 
zine’s Schulhof Awards have been 
made annually to the two members 
of the National Office Management 
Assn. whose addresses before local 
NOMA Chapters are judged best 
of the year by a national commit- 
tee of NOMA members, Each win- 
ner is presented with a certificate 
and a $100 U.S. Savings Bond at 
the annual NOMA conference. 
Winning papers (of which this is 
one) are published in THE OFFICE. 
The other 1956 award paper was 
published in the June issue. 





should take the 
trouble to be sure 
cd veloped, 
nght 
The person selected for a particular job 
be at the time a pertect fit, but his 


Othee 
sary 


neces 
that 


thei 


managers 
time and 
when these people aré 
development takes the direction. 
may 


development can be toward greater 
ability and worth or toward less ability 
and greater It depends 
In great part on the faith and trust you 


have 


incompetence, 
I 


in him; the responsibility you will 
delegate to him, the firmness with which 
you path, and the 
perseverance with which you atte nd his 
teaching. You 


] 
initiated to accumulate 


indicate the correct 


cannot expect the un 
and absorb facts 
and figures in two, three or four attacks 
on a problem. The mind is a wonderful 
organ, but so few ar 
human rarity. 

Briefly, then, the future 
ployee will be one who executes ideas 
details. He 
be a worker filled with a sense 


+ 


photographie as 
to be a 
oinee em 
rather than disposes of will 
ot service 
company’s customers. He will 
have a pride and selt respect that comes 
from a recognized responsibility for 


doing a 


0 his 


job and being adequately com 
pensated tor it. 

Instead of removing the human touch 
from the office with and 
automation, the new machines will mak« 
the human indispensable. Instead of re 


mechanization 


ducing equipment, 
ment greatly. 


it will expand equip 
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We In ome 


our owl 


vement have but to 


review scenes during our 


rormative years t what momentou 


ena Hive Oct F| 1] tne 

| | | ‘ , 
small, ill-| dermanned ot 

} 


turned out all the work tor : 


Vi he NH 
voluminous 


business. | am 1 iweestinge that we 


have quite reaches decrepit age, but 


vou will agree that t office in whiel 
removed 


vou beean youl are l far 


from air-condi 


tioned, 


worke1 


S som 


present-day 
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and We 


product which is advancing 
achieven 
close? T I mployees 


clearer in ition of them. 


are improving t hvysical and menta 


atmosphere to make em 


more nvitl worker 
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who 1S rthy ft an tf Iob and 


capable ol adaval y thie theory ol 
protessionalism, 


OT eourse ther are mperteetions 


Impertect machil lmpertect person 


nel, impertect methods and practices 
Through a recognition of such less-than 
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perfect met! and machines comes the 


and building’ of 


as NOMA. 


with the will to eliminate 


rormatio} DUSINeSS ASSO 


eclations 


suc! Associations 
impertections 


hetter 
prepared in 


estapdiisn their place 


‘ ‘ + ] 
» More adequately 
to man the! 


workers ourselves, we have 


ael ieved perhs Ds the zenith which 
attain. <As 


ancement to 


today’s oftice worker e¢an 
executives, we owe our adv 
the sueeesstul efforts of our olhee 
perso! nel, As « our 
Is primarily adjusted to the 
ance ot arrving out 


| | | 


ods aided bv good 


own 
planning 
pertorm 


xecutives, 


people ( gsood meth 


machines and equip 


ment, , 
As members NOMA, we are n 


deavoring to Carry out at least one 


important part in the move toward 


protessionalization of our emplovees 


nterchange of truths 


the rree new 
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“Listen, Dear—the Boss insists on coming for dinner. Hide the TV set, 
park the car in the next street, don't serve anything fancy, wear something 
ice” 





among members of the profession—by 
sharing our collective experiences so 
that everyone of us may make profitable 
progress. As members of NOMA, as 
office professionals, we believe that we 
are gaining inexorably and rapidly the 
kind of office world that will make us 
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even more productive, more happy and 
more secure—more worthy of the praise 
and honor of being a professional. 

He who would lead must first follow. 
Ll assume we have done a lot of follow- 
ing. I hope our leading will be worthy 
ot those who follow in our footsteps. 





Self-Balancing Meter System 
Records Office Machine Utility 


RICHARD D. LONG 
Systems Engineer, Continental Can Co., New York 


INDING AN ACCURATE but easy from each other. For example, key 
method of recording machine utility punching information from invoices 


was a problem to machine users tor varies trom one invoice to another. 


time. Some methods ot ob Therefore, the utilization of a ke ypunch 
t} 


this intormation proved so un or a verifier cannot be 


determined 
that 1t was felt the develop same manner as 1s the utilizat 
data and other reports for ractory machine where the co 


ecision making were not from identical material 


has been particu torms. In other words, t] 
ipment ield, raw material Into 


through office mael 
lized 


* 
‘ 
é 
: 
‘ 
‘ 
‘ 
* 


A punched card tabulating machine with a Time zer int é Continental Can Co., 
New York. The Time Totalizer, which is made appears at extreme right 
in the close-up phc 


up ¢£ 
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conversion time is diffieult to determine. 


Kor 


through 


instance, 


processing a given job 


punched card tabulator will 


Vary each time the job is run. Not only 


Thit 


the 


eC] 


V¢ 
ol 


eveles 


the 
summary 
Therefore, 
difficult 
by using the factory method. 

system approach 1s some 
rent. The essential ingred 
the machine 
and wall time. For 
illustration, punched eard 
It\ will be deseribed here, 

can be adapted to any 


machine. 


ume otf ecards but 
total 


will 


vary, 
eveles and 
vary. 


becomes 


e utility to 


e unit meter, 


clock 


the unit is 
ply as punch cards, but 
For 
be sorted 


meter system, 


lents. instance, 11 
into 10 eol 
equivalents will be 
sting or tabulating 100 
tal cyele is taken every 
another total and sum 
every ten cards, 
valents add up to 140. 


important for sched 


ird 
take hh 


between machines and 


purposes of measur 
clear. The re 
the machines 
stated 
lay. The only time 
is when they are 
nee, the normal 
nine to five 

and two 15 
chine, how 

nours per 

down and 

then the 

hours. 


that a 


. must be 
lirst, 


e tor a num 


work 
Hours 
TWO 


stance, machine effectiveness may be 
sacrificed on low cost machines (such as 
sorters) during the lunch hour to keep 
the high tabu 
lators ) 

The 
tenths 
The 
and 
time. 


cost machines (such as 
operating. 

meter 
of hours, only 
interval meter start 
meter finish the 
This means that only the actual 
flow of cards going through the machine 
will cause the record. How 
ever, the meter all 
cycles which, in the case of tabulators, 
includes not only 


and 
time. 


measures, in hours 
processing 
between time 


time is effective 


meter to 


records machine 
card cycles but total 
punch 
machine 


as 


cycles and 
well. The 
very valuable in prescheduling jobs. 

Just 


ever, 18 


summary cycles 


timing oO eveles 1s 
recording machine cycles, how 


not a sufficient indication of 


machine utility. For every job there is 
a make-ready, put-away and, in 
instances, Therefore it is 
important to know when a job is started 
(when the 
when it 1s 
is available 


some 
set-up time, 
machine is oeeupied) and 
finished (when the machine 
for other work). The dit 
ference between start and finish times is 
called time.” The difference be 
tween used time and effective time (from 
the called “tied-up time.” 
Machine utility is arrived at through the 
inter-relationship of available time, 
effective time and tied-up time. When a 
machine, the operator 
either mark senses a card, or writes on a 
time sheet, the wall time, meter 
time, job number and his operator num 
ber. When the job is finished, he records 
the wall clock time and the meter time. 
Ile does this for each job. At the end 
of each day, the total meter reading is 
taken and the ecard for each 
day are summarized. The difference be 
tween used time (wall and 
finish times) and effective time (meter 
start and finish times) is determined for 


“used 


meter) 1S 


job comes to a 


clock 


or sheets 


clock start 


each job. The difference between yvester 


day’s meter reading and today’s meter 
reading must equal the sum of the indi 
vidual effective times for the day. This 


acts as a check on the accuracy of re- 
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cording the effective times 
the system self-balancing. 
By subtracting the machine available 
time (the number of hours per day the 
machine is available for use 
repair from the 
idle time can be 


and makes 


less any 
time, the 
Krom 


used 
obtained. 


time ) 


thesc 


figures four important percentages Cal 
be caleulated which will show how well 
the machines were used on a given day. 


First there is the percentage of effective 
time to used time. 


EFFECTIVE TIME 
USED TIME 


ratio shows just 





This how much of 
the reported in-use time was used tor 
offeetive work and much 
time, waiting time, make 
ready, put-away time, ete. If this per 
centage is low over a period ot time, an 


how was used 


th sel up 


investigation may reveal ways of raising 
it. For instance, one such check on tabu- 
showed that the machines were 
set up for a job as much as two hours 
hefore the job was actually run on the 
machine! 


lators 


The second percentage 1s the ratio ot 
etfective time over available time. 


EFFECTIVE TIME 
AVAILABLE TIME 


percentage 





This 


effectiveness of the machine. 


actual 
What this 
figure should be will depend on the type 
of machine and the jobs. Of 13 tabula- 
tors investigated period — of 
months, the effective percent- 
age was about 350. So 65% oft the 
tabulators were 


shows the 


over a 
average 
idle 


these either 


or tied up. 


time 


Third is the percentage of used time 
over available time. 


USED TIME 
AVAILABLE TIME 


This ratio, when compared with the 
second ratio, will show the spread be- 
tween effective time and used time. The 
(difference in percentages should not be 
too great. This difference will depend 
again on the type of machine. For in- 
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stance, the spread would be greater on 
sorters than on interpreters because ot 
the tied-up time required to handle 
cards on sorters. If the difference is too 
vreat, however, an investigation should 
be made to determine the cause. 

The fourth percentage is the ratio ot 
idle time to available time. 


IDLE TIME 
AVAILABLE TIME 
This percentage may be low but, due 
tied-up time, idle time 
should be inereased. Idle time should be 





To excessive 


‘as large as possible to act as a guide 


for putting future jobs on the machines. 

Often when new contem 
plated for machines, the first reaction 1s 
for more 


jobs are 


operating people and more 
When the available records 
are analyzed, the machine utility may 
well show very high so that the request 
is hard to deny. However, further analy 
sis may show that there seems to be idle 
capacity. Just when the idle 
occurs can be determined only 
actual survey over a_ relatively long 
period. Even if the idle 
proved, in a short time it may again 
hidden. One of the first bene- 
ficial results of the meter system is to 
point up everyday idle time, not only 
in total hours but in the time of day. 
Most reporting by wall clock time does 
not seem to be accurate. It is human 
nature to sign in a machine the first 
thing in the morning and then, just be- 
fore quitting time, fill in the job num- 
bers and guess at the time. It is 
human to fill up the time so that the 
machine looks busy all day. With the 
meters, however, it looks foolish to say 
«& machine is tied up for four or five 
hours when the meter shows only one 
hour productive time. The tendeney is 
to show a truer picture of what hap- 
pened. For instance, instead of showing 
five hours tied-up time, 1% or two 
hours will be shown, with the other three 
hours shown as idle time. The 
meter has a psychological effect of pro- 
moting more accurate reporting. 

From the daily records, important 


machines. 


capacity 
by an 


capacity 1s 


become 


also 


9) 
or 31 9 


79 





reports can be obtained. These inelud 
daily time ladders by type of machine; 
monthly charts by type 
posite; cost analysis by machine type; 


machine com 


and cost analysis by job. Reports can 


be adapted to large or small installa 
They aluable 


tor 


are 
the 


management. 


reports to 
ror 
supervisol! 


erested in 


tions. 
maintain 
higher 

would probably be 
the daily time ladders by 
the monthly charts by machine 


supervisor and 
The 
most int 
type of ma 
chine and 
type composite. The da L\ ladders break 
the time down 
hours. On its type 


start and finish time 


into 


basis 


as the effective time 
These 

through 
the 
during a 


reports show 
the depart 
were 


machines 


part culal 








The Recorder-Totalizer 
Timer Corp.) can el 
personnel to fill out time 
corder's tape becomes the time record of 
on-off machine operation. Job and 
operator's number can be written directly on 
the tape through the autograph access window. 


(also made by Heat 
the need for 
sheets. The re 


minate 


number 


80 


pre planned 
aid to tuture 


parison ol reports to 


scheduling is a valuable 
planning. 
The 


supery Isor 


monthly charts are useful to the 
they indicate the 
workload and 
These 
interesting side 
during 
tied-up time to in 
The sami 


because 
peaks and valleys ot the 
show the ettects ot holidays. 


‘narts shown some 


nave 
The’ te ndency 
the 


elfeetive 
] 


has been 
tor 


the 


mes 
ove! time, 
takes overtime 


These 


ope rators 


place li 


ndency 
observations tend 


will pace them 
a viven period ot hours 
management is interested in 


the 


have 


t installatior 


running 
hourly 


rates been deter 


eacl type ol machine, the 
ob ean be readily obtained 
investigation thre 
The 
lable hourly rate whicl 
| rate,’ developed 

y. The 
e used time hourly rate, 
this rate 

hourly rat 
develop any r¢ 
ird hourly rate the 


When rates 


tabulator, it 


rse oT one 


s were determined. first 


purposes only. SeCCO] 
and 
the idle 
used to 
Was 
rate. these 
1 Was 


$11 


was about 


oO one 
ideal rate was about 
he used time rate 

but the rate 


etlective time 


S61] per hour! 

iIntormation «as 
worth the 
when 
| 


economical, 


can supply 
a given report IS 


yrroducing it. Most 


on machines, are 


jobs, 


time passes, the value of such 


lrop, usually due to other re 
res in emphasis of effort. 
the 


that as long as the routine has 


he recipient ol report 


established, he might as well con 
The 
report may have changed dras 
that the rotten ex 


h. Giving the 


to recelve if. cost to pro 
the 
ly, SO price has 
recipient a job 


him 


tremely hig 


induce 
value. 


cost every month well 


may 
limited 


to cancel reports of 
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Six Rules for 
Saying, “No” 


B. W. ELSOM 


Director of Employee Services, 
Boston Store, Milwaukee 


XE 


+ 


VERY I 


lace a situatiol 


UTIVE 

vhel 
ri a ] ’ 
tO an emproyee s 


Sno” 


request, 


IS important that we learn how to say 
feelings unduly 
the other 
basing’ our deel 


flere are 


hurting 
that we 


“no without 


and, if possible, make 
fellow see that we are 
sion on vo0d 


judgment. soln 


pointe rs 
l. Be firm. 

You have to say “no” in 
that the employee understands you 


seh a Way 
You 


“no.” It 


answer be 


can’t be wishy-washy about a 


is important that your deci 


sive. 
2. Be fair. 

Don’t let your emotions get wrapped 
up in your It’s not a matter 
of showing your authority. Keep your 
decision entirely in the realm of reason 
In the long run, you’re trying 
to do what’s best 
3. Explain your reasons. 

Let the employee see that your deci 


deeision, 


ableness. 


for the business. 
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sion Was not made arbitrarily, by letting 


him know the faets on which you have 


based youl ce cision, 


4. Be consistent. 

Be sure that there is a logical sequence 
ii your decisions. If you feel that this 
employee’s case differs from a previous 
tell the 


Case 1S 


case to which you gave 
why you 


assent, 
employee think his 


different. 


5. Do not shift responsibility. 

If you made the decision yourself or 
agree W ith the decision someone else has 
made, don’t pass the buck. Stand behind 
the and defend it resolutely. 
Don’t use the phrase, “They have de 
cided ° tg 


decision 


6. Let the employee see that you 
regret you cannot agree with him. 

Don’t adopt a brusk or antagonistic 
attitude. Make the employee realize that 
you are friendly, but firm. 





‘ en Oe 


Fort of New York Authority 


The George Washington Bridge, looking towards New York. 


Keeping Toll Collection Records 
On the George Washington Bridge 


SIDNEY SHEPHERD 


EW YORK CITY 


und industrially 


is commercially 
mainly be- 


geographical 


creat 
‘aus ol its choice 
position. This God-given advantage has 
been enhanced by the minds and hands 
ot men who have utilized a wonderful 
natural seaport, erected docks, airports, 
roads, and tunnel 
Through facilities and arteries 
flow the goods and services which make 
New York. The legal instrument through 
which many of these facilities were con- 
structed, and are maintained and oper- 
ated is the Port of New York Authority 

hereafter called PONY A. 

Back in 1921 New York and 


Jersey joined mutual resources, 


bridges 


these 


New 


lands 


systems. 


and waters to pledge “faithful coopera 


tion in the future planning and develop 
the port of New York.” Today 
this bi-state agency, headed by six com 
from state and an ex 
ecutive director, keeps its finger on the 
vital air, sea and land arteries that unite 
a 1,500-square-mile area. * 

PONYA’S facilities include 18 termi 
nal and transportation units such as bus 
and truck terminals; LaGuardia, New 
York International (Idlewild), Newark 
and Teterboro airports, Holland and 
Lincoln tunnels, and several bridges in 
cluding the Washington, 
plers and other marine 

Comprehensive 


ment ol 


missioners each 


George plus 
installations. 


records and reports 
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meet a 
smooth 





operatOr cs 


Pe 
° 


we 


her choice 
is 
NEKOOSA MIMEO 


When it comes to mimeo paper, take the word 
of a real ‘‘expert’’—one who uses Nekoosa 
Mimeoevery day. She énsists on Nekoosa Mimeo 
quality because the lint-free bond finish gives 
clean, sharp, clear reproduction on any mimeo 

; : One of the complete 
machine. Makes her work look good because it line of Nekoose 
works so good. Lies flat, never curls, never A se cae? 
wrinkles—goes through the machine smoothly available from print- 

. . r 

and speedily! And you can have your choice mn Nyenbene papee 


; : merchants all over. 
of white and six eye-appealing colors. 


Nekoosa Bond @ Nekoosa Ledger @ Nekoosa Duplicator 
Nekoosa Mimeo @ Nekoosa Manifold @ Nekoosa Offset 
Nekoosa Master-Lucent e@ Nekoosa Opaque 
and companion ARDOR Papers 


NEKOOSA-EDWARDS PAPER COMPANY ‘® PORT EDWARDS, 


For More Information Circle No. 220 
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Form |. 


document the growth and status of these 
facilities, although this article concerns 


itself with one aspect of one operation: 
toll collection at the George Washington 


Bridge. This beautiful and _ practical 
structure, straddling the Hudson River 
to unite New York and New Jersey, is 
in the bailiwick of Charles H. Taylor, 
director, and George E. Stickle, general 
manager both of the tunnels and bridges 
department of PONYA. 
watehful the 

by all kinds of vehicles between the two 
states has risen from 74 million in 1952 
to 82 million in 1954—and this traffic 
increases annually. The greatest single 
traveled unit is the George Washington 
Bridge over which rolled almost 36 mil 
lion vehicles in 1955. 

This article will trace the operations 
and paperwork which singl 
ear’s passage over the bridge. As a toll 
collector receives payment, he 


Under their 


eves number of 


CTOSSINGS 


record a 


presses a 


84 


Collector's Non-Revenue and Exception Report. 


flash ° 
booth 
“ANe” 


other 


livhts 


toll 


and two 


the side of the 


button 


where the 


mOr 99 


driver sees “50e” ce” or 


” 


et” light up; the overhe 


indicator which number 


shows 
responding to the type ol vehicle 
(For 
indicates 50e colleeted in ea 
Number 10 
mutation or LW vear 
ticket. ) 

As the driver 
CTOSSES an 


hedded in 


manne! ol 
Numbe r l 


Ol SCTIp. 


payment Install 


represents a com 


reduced 


his 


treadle im 


Moves ahead, Cal 


axle-counting 
which 
number ot vehicle axles 


each lane, eounts§ the 


passing over it. 
Meanwhile, dual action occurs in a near 
From a 
hoth 
number to 


by administration building. 
supervisor, Can 
the 
check up on the toll colleetor’s accuracy 
in registering the for the 
specific vehicle. In the same building is 
with 


window, a observe 


the car and overhead 


eorrect class 


a remote control cabinet panels 
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Here is a remarkable adding machine. . . with new light- 
touch, quick-action keys, and new cushion-quiet electric 
operation. It’s compact and ever so durable. In four smart 
colors of your choice, you’ve got the most exciting 
adding machine today. 


Why not try one in your own office at our expense? Phone 
today. Our local branch or dealer is listed in the Yellow 
Pages. Burroughs Corporation, Detroit 32, Michigan. 





Key 


ADDING MACHINE 


Burroughs 








Other ways of copying will then seem antiquated. It’s so quick and 
easy to do-it-yourself with your “Copy-Craft” photocopier you'll won- 
der why you ever wasted time and effort with hand copying methods. 
And “Copy-Craft” photocopies needn’t be checked for accuracy — 
they're exact! Imagine, right in your own office, at a flick of the dial, 
your “Copy-Craft” produces legally accepted, permanent copies for a 
few pennies apiece. Can you afford not to employ this modern work- 
saver in your business? 





SIZE & PRICE: Model 6440 combination printer and developer in gray-green 
plastic. Copies 9” wide by any length. Price $339.00. 

LIGHTING: Works under your normal office lights. 

SUPPLIES. Designed for use with top quality transfer papers such as Copy- 
rapid, Gevacopy or Copy-Craft brands which are available through 
your Copy-Craft dealer or branch office. 

TYPE OF COPIES: Copies can be made on any of the following types of paper: 
¢ Single sided (white or colored) Double sided «Air Mail «Card stock 
¢ Transparent or Film (excellent for diazo masters or for 
burning in offset plates). 











Available through the branch offices and franchised dealers of 


COPY-CRAFT inc. 105 cHAMBERS STREET, NEW YORK 7, N. Y. « BArclay 7-4150 


CARSON PAPER AND RIBBONS * DUPLICATING, PHOTOCOPYING AND SYSTEMS MACHINES ANDO SUPPLIES 





For More Information Circle No. 268 
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TOLL COLLECTORS REPORT — CASH-TICKETS SOLD 
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TRIPLICATE 
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Form 2. Toll Collector's Cash-Ticket Report is a three-part form. Right-hand section is a bank 
deposit slip. 


corresponding to each lane. On_ these 
panels electronic impulses record the 
classification or types of tickets collected 
as well as the number of axles which 
rolled over the treadle. 

Transactions are registered when the 
collector presses a special identification 
key assigned to him which identifies his 
registrations for a given tour of duty, 
usually eight hours. Each button ac- 
tivates a separate printing counter. To- 
appear on electronically printed 
showing axle count and various 
registrations. These sheets are 


tals 
sheets, 
vehicle 
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a 


examined later by a special clerk in the 
PONYA controller’s office to determine 
whether a collector is doing his job : 
curately, and reconcile registrations 
and axle count with cash and ticket in- 
take. 
While 


w- 


to 


in- 
and 
and 
toll 


many forms, directly and 
directly, are involved in recording 
controlling the amount of money 
number of vehicles moving through 
lanes, this report discusses the tour ma- 
jor forms used in this operation. First 
there is the Colleetor’s Non-Revenue and 
Exception Report (page 84) prepared in 








duplicate. 
troller 
remains 
for 
On 


review 


items suc] 
vendors l 
cility, Port Authority 
over-regist 
error, 
tLrough no 


Commissioners, 
rations ol axles. The 


one ot the most common, 


ault ot the toll « 


u ( 


when motorists back up their 


usually to get travel information. 
treadl 


additional 


efounts 


they drive off again, the 


has recorded 


though no additional tunds have bee 


These axle Tt 
subtracted. 


toot of this 


collected. eounts have 


,« ] “yf 
made a 


The 


Provision 1s 


torm to record numbet! 
ol ticket 


down 


s or books sold. The collector 
1! ending nun 


| 
i 
1 of his t 


the startin: 


| 


jots ane 


bers at the start and en out 


(To expedite traffic and reduce p: 


PONY A 


ipel 


mI ] 
WOTK Oo! collectors, 


tracted with 
sell toll ticke 

During 
mer 
days, 


W ashing 


books. ) 


} ] 
peak travel seasons, 


} 


months, over weekends and ho 


some toll lanes the George 


nave 


Bride 


00 veh) 


ton run up 


cles In a day 


many as 9, 
12,000 vehicles have crossed 


rol 
show 


times, 
bridge In 
tunnel 
many as 
busy day. 


one hour. Figures 
and bridg* 


300,000 vehicles 


Crossings 


tor a single 


Here again the ¢ nd 


A I] 


ope rations 


product IS: papel 


work. sergeant supervises all col 


lection his lookout 
the 
he sees 1s recorded, by 
the 
control 
At the 


record Ls 


trom l 
ion building. Whateve 


tickets 


; 


administra 
aXIes, 
eash, 


on electronically operated re 


mote eacl 


tor 


tne 


printers—one 
1 of each day 
removed 


lane. 
papel 
pane | 
port, 
readings 


en V, printed 
Irom eac 
This re 
and ending 
vehicle, tick 
lane, and 


to the 


representing each lane 


which shows starting 
tor each class ot 
date, 


number, 


ets collected, time, 


lector’s key woes eon 


troller’s othee. 
the 


Another form (page 87) 


is called Toll Colleetor’s Report 


impressions, 


"epediidiss 


ul pasedaid si wso} ysopruepF Beg 4099!) pue Aauow *¢ wsi0y 
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when it must 
speak with 
authority... 


it should 


be on 


Bond! 


npre n. That hy many 
pend on ATLANTIC BOND. 
ATLANTIC BOND 
Bond 
ATLANTIC BOND'S ‘great 


ATLANTIC 


k. Run it on ATLANTIC, 
EASTERN “EateGemer 


( Manifess 
Atlantic 


Atlantic Papers 


: — os ‘ c — . 
Bangor, Maine » Manufacturers duality Paper and Pulp 


New York, Bost 


For More Information Circle No. 219 
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ATLANTIC BOND 
ATLANTIC DUPLICATOR 
ATLANTIC MIMEO 
ATLANTIC OFFSET 
MANIFEST BOND 








PULLOUT Style 


Manifold (second sheets) interleaved with Huron One-Time Carbon 
for typewriter correspondence and general copy work. 


the modern way to improve 
typewritten copies and in- 


crease office efficiency! 


® EVERY COPY IS SHARP AND READABLE 


Uniform legibility throughout, whether it is the first 
copy or the last, because every second sheet car- 
ries its own individual, fresh carbon. 


COPIES ARE SPOTLESSLY CLEAN 


Huron Copysette is smudge-free. Fingers need never 
touch the carbon surface. Copies are cleaner .. . 
. stn typists ore neater. 
PORT HURON SULPHITE & PAPER CO. 
Pert Were, Michigen SAVES TIME AND MONEY 


Please send to me without obligat 


Eliminates time-consuming operations of separately 
counting and then aligning the carbon and second 
Nome sheets. Glue tipped together . . . ready to use. 


en BOOSTS OFFICE MORALE 


\ Street The extremely clean characteristics . . . the con- 
venience . . . the simplicity of use . . . all com- 
bine to give typists a real boost in both morale 
and efficiency. 


of HURON COPYSETTE 











—————————————- 


PORT HURON SULPHITE & PAPER CO. 


PORT HURON, MICHIGAN 


For More Information Circle No. 364 
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TOLL COLLECTORS PERFORMANCE 





TOLL COLLECTORS PERFORMANCE 


Collector 


| ERRORS 


CASH 
SUMMARY 


UNADJUSTED 
TOTAL AXLE, CASH 


AxLes 
AND TICKET ERRORS 
PER 1000 TRANSACTIONS 
TIMES ON TOLLS 


] 
+ 








TO + 
41 TO 100 
101 AND UP 


1 TO 20 


x 





PERFORMANCE RATING 


| PERFECT 
EXCELLENT 
6000 
FAIR 
POOR 


p-out with interleaved carbon. 


© 


Result of Audit 


+ 


NCORRECT REGISTRATIONS 
THEREOF FOUND SHORT 
TAKEN ON REVERSE SIDE 

five-part sn 


OR PART THEREOF OVER OR SHORT 
ONE AXLE ERROR FOR EVERY 2 AXLES OR PART 


4.A 


ONE CASH ERROR ASSUMED TO BE A UNIT OF 50 
CAPTAINS WILL POST CORRECTIVE ACTION 


Form 


+ 


Pos 
~~ 
x 
x 
% 
< 
~< 
x 
x 
s 
=< 
x 
Pas 
Pos 
Pad 
~ 
Pes 
xs 
xs 
~< 
x< 
~< 
x 
ss 
Pad 
~< 
Pas 
ba 


OOO) KOK | KKK | KKK KKK KKK KKKKAAK | KKKKAKXAKKAKAK 


Cove 


FTR — FAILED TO REGISTER 
OR — OVERREGISTERED 


RF — REGISTER FAILURE 
— TREADLE FAILURE 

















vey Sherman, where paperwork pro- 
cedures are concentrated, analyzed, and 
simplified wherever possible. This form 
is a practical example of their continu- 
ing studies. 

The right-hand side of the original 
white and yellow copy are cash deposit 
slips to be filled out and deposited with 
eash in the George Washington Bridge 
depository. On these slips are listed toll 
collectors’ intake, from $50-bills to pen- 
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nies. Both white and yellow slips ac 
company individual cash to the 
bank. The controller gets the remainder 
ot the white original, and the pink 
copy. The bridge manager retains the 
yellow copy for control of tickets. The 
third pink copy, which retains its bank 
deposit slip, will be discussed later. 

A third form (page 88), the Money 
and Ticket Bag Manifest, is prepared 
in triplicate. It contains spaces for the 
depositor’s name, number of cash and 
ticket bags deposited, initials of super 
visor witnessing the deposit. All cash 
collected by each toll man goes into one 
bag; all tickets go into another bag to 
be deposited at the end of a tour. 

Three times a week, a supervisor from 
the manager’s office opens the deposi 


bags 


tory and checks the bags there against 
he number of and ticket 
listed on the manifest. These individual 
small bags, plus original of Form 3, are 
placed in large pouches (weighing 75 
lbs. maximum) and sealed. An armored 
car service picks up the money pouches 
periodically, issues a receipt, then trans 
ports them to a branch of the First 
National City Bank where the cash 
counted. The pouches, containing bags 
of tickets and a duplicate of Form 3, 
are delivered to the controller’s depart- 
ment by Port Authority delivery service. 
The triplicate copy of Form 3 is re 
tained by the bridge manager. 

(Research is under way to develop a 
depository which automatically — will 
issue a receipt when the cash and ticket 
bags are deposited, thus saving the time 
required for the present ceremony at 
tending deposit of bags.) 

At the bank, the money is removed 
from bags and counted. Where 
sary, corrections are made’ on an indi- 
vidual collector’s deposit slips. The 
original white deposit slip is kept by the 
bank which it to credit PONY A’s 
account. The duplicate yellow bank de 
posit slip, with any corrections noted 
by the bank, goes to PONYA’s treas 
urer. There the amounts are recorded in 


cash bags 


is 


Is 


ss 


nec 


uses 


ntinued 


n page 184) 








Coding Forms 
To Control Filing 


And Records 


DANIEL L. GRANT 


Tecco Systems Div., Grant & Atkins, Inc., 
Management Consultants, New York. 


T IS BELIEVED that there are close 
to 225,000 file clerks in the United 
States who do nothing but 
much if not the filing 
is done by those classed as secretaries, 


course, most ol 
stenographers and other clerks who do 
filing as incidental to other, predom 
inant work. Thus the number of file 
clerks by no means measures the bur- 
den of file work, but even then it is large 
enough to suggest the cost 
involved. 

In general, it may be 
creat albeit the 
ing tor filing 


Staggering 
said that the 
is provid- 
aftermath, 


cost waste 


records as an 


file. Of 


or a second thought, to the primary 
handling of forms. This is too late to 
accomplish either the least expensive or 
the most purposeful control of records. 
which be 


Approaches to the problem 


vin atter the event, cannot go to the 


roots of the problem. Remember the 
old aphorism about locking the barn 
A great deal of the special serv 


filing treat 


door! 
causes, 


results, not 
form creation and 


ices On 
A new 
cont rol, 


conception ol 


in which filing 1s one aspect, 


Is needed. 

To simplity this analysis, may we con 
papel 
considered 


cern ourselves with the area of 


which may be 


By operational, we mean 


work activity 
operational 
“performance of a given committment.” 
This excludes sales promotion, sales and 
management functions. “Op 
thus 
the de livery or receipt ol goods or serv 
From the moment a committment 
given, the 


record: on an 


veneral 
erational” becomes performance: 
ices. 
transaction be- 
office 


is taken or 
matter ol 
form or plece ol paper, 1n coded, pie 
form: tape, punched 
card or otherwise. From the time it be 
matter of record, the chain of 
paper control is complete, either by the 

reprocessing of a record then created or — 
tieing in with other which are 
created. In whatever form, these records 
become a problem of handling and filing. 


comes a 


tured or record d 


comes a 


records 


files and records 
forms them- 
forms control program 
is mentioned, a host of related 
tions arise: decentralization in physical 
tact for various 
functions at a Such 
problems, however, are incidental. I see 
controlling at 


In order to control 
disposal, first control the 
selves. Once a 


ques- 


at various locations, or 
given location. 
no reason for not one 
point, in the 
forms within a given 
part of the control program may mean 
in fact just that: the authority to create 
or control the creation of all forms. In 
another sense, control may mean only 
to be thoroughly and consistently in 
formed of all forms required to operate 
This fact of “being 


required here, all 


sense 


enterprise. <A 


a given enterprise. 
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The Victor'Flick’ that outdates 
all other calculators \ 





New Victor Automatic Printing Calculator 


Saves You Costly Man-Hours Because It’s 
Simpler, Easier, More Accurate To Use 


Exclusive Victor feature lets you multiply or divide 
with a “Flick” of your finger. No mental counting. 
“Up” to multiply ... “Down” to divide . . . middle 
position to add or subtract—and all automatically! 
The new Victor Calculator prints figures on tape, 
just as you would write them. Automatic Constant 
holds figures for repeated division or multiplication. 
Total Transfer eliminates need for re-entering totals. 
Find out how much this Victor “Flick” can do for 
you — look under “V” for Victor in the adding ma- 
chine section of your classified phone ——————4 


book or mail the coupon. i 
VICTOR ADDING MACHINE CU. 0-756 
CHICAGO 18, ILLINOIS 
Send me brochure on the New Victor Auto- 
matic Printing Calculator, showing all the 
features. 


VICTOR ADDING MACHINE CO. sews 


Chicago 18, Illinois 
Victor-McCaskey Limited, Galt, Ontario Company 
Manufacturers of Business Machines, Add 
Cash Registers, Business and industrial Systems, ress 
Electronic Equipment, Electri-Cars 





For More Information Circle No. 358 
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informed” must be complete, continu- 
ous and preferably embrace some con 
sistent statistics of usage. 

There must be identification: titles, 
numbers, descriptions, ete. To identify 
a unit of forms which may be produced 
at a writing is not sufficient. 
From the purchasing agent’s point of 
view, this packet may be a single form, 
but from every other viewpoint it 1s 
several forms. From an operating point 
of view there are, on the average, about 
num- 


agent 


single 


three times as many forms as the 
ber with which the purchasing 
is concerned. He buys forms in units 
but they are used or processed in parts. 
Stockroom may show 3,000 
forms, but there will be about 10,000 
individual parts, based on average ex 
perience. Therefore, the number of 
forms must embrace a system which will 
serve for purposes of requisition, pur 


records 


chase, receipt, storage, issuance, and also 
serve the systems engineer and the filing 
function. (It is better to think in terms 
of the filing function than to think in 
terms of the file clerk because effective 
control of much general file material 
requires supervision at a level much 
above that of the file clerk.) There 
may be other requirements of the forms 
number, such as location for use, build- 


94 


eEV7"— i. TS oe 
’ dias . Jee wee 


ing or department or, to a limited de 


cree, function. For instanee, a form’s 
number might be made up as follows: 





e Major field, with or without 
a value or significant desig- 
nation. In this instance, we 
will assume that “P” identi- 
fies all personnel forms. 





P-001. The sub-major field of the 
code, designating the con- 
secutive forms issued in the 
“P” category. This, of course, 
could occupy two or three 
places, depending upon the 
quantity of forms to be num- 
bered. 





P-001-01. The minor field designating 
or the consecutive parts of form 
P-001 P-001. A letter may be pre- 
01 ferred to a numeral because 
it would provide 22 designa- 
tions in one position whereas 
a numeral would provide only 
10, in one position. If two 
positions, number would pro- 
vide excess capacity because 

no form has 99 parts. 





The number thus becomes 





P-00l-a. Alternate parts of any unit 
of the form can be designated 
by a letter and a numeral 
such as 





P-001-al. This would provide a capacity 
of 22 workable parts num- 
bers and 10 variations, meet- 
ing any requirement known 
to our experience. 


It is possible that more than 22 might 
he needed in the major field, or it might 
be desirable to divide any functional 
rroup into sectional groups, such as 





P1-001-a. This would designate a per- 
sonnel form used in the main 


office as contrasted to 





P9-001-a. A personnel form used in a 
given warehouse or plant. 


ntinued on page 172) 
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he’s all worn out! 


He’s had it! He's through! 

He’s been in the typewriter almost a full day and he 
just can’t take anymore. So the typist had to discard 
him and use a new sheet of OCP in an attempt to 
keep her copies clear and sharp. All she has is 
OCP, so this goes on day after day. Copies 

are never too good, time is wasted and the 

ofice supplies budget rises higher and higher. 
*Ordinary Carbon Paper can’t stand 

up on modern office machines. 

HERMETITE NON-SLIP PROCESSED 
CARBON PAPER will last far longer on any 
typewriter—manual or electric. Its fabric-like 
texture makes it easier to handle and it holds 
multiple copies in accurate register without 
gadgets. This saves time, increases typing 
production and lowers costs. Once you try this 
modern carbon paper, you'll never again 

want to use OCP. Write one of the manu- 
facturers listed here for samples of 

HERMETITE NON-SLIP PROCESSED 
CARBON PAPER—and just try it! 


: American Carbon Paper Mfg. Co. 
: Ennis, Texas 


: Capital Carbon & Ribbon Co., Ltd. 
‘ Ottawa, Ont., Canada 


: Continental Ribbon & Carbon Co., Inc. 
| 2704 Polk Avenue 
Houston 3, Texas 


Kores Carbon Paper & Ribbons Mfg. Co. 
: 43-49 Bleecker Street 
New York 12, N. Y. 


Miller-Bryant-Pierce 
‘ Aurora, Illinois 


: Pacific Carbon & Ribbon Mfg. Co. 
' 1451 Harrison Street 
: San Francisco, Calif. 


' Write Inc. 
420 Lexington Ave. 
New York 17, N. Y. 


: Carlstadt @ New Jersey 


For More Information Circle No. 359 
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| Typist pool 
| in plastic... 


(re there times when you wish Miss 

Tootle were twins, or even quintuplets ? 

Get corMACc! This new small 

) rz ‘ ! photocopier can make copies faster 
\ -~| ~~ than a flock of Miss Tootles can type! 


(* 


\ 
A 


And much more cheaply. Saves work for Miss 


Tootle, too. And is always there when you want it. 


Newest, lightest, most compact, and most versatile of 


copying machines, CORMAC makes a true photographic 
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copy in a few seconds, for a few cents. Reproduces 
almost anything—handwriting, typing, print, drawing, 

photograph, and color! Works in any light, without 

heat, odor, or extra processing. 
Can be used by anybody. And so 
light it can be moved easily from 
place to place. 

CORMAC copies of letters, contracts, statements, plans, 
orders, tax forms—save time, speed work, cut costs. Has 
innumerable uses. Even a small office can afford one. 
CORMAC is one of the best looking office appliances 
you ever saw—housed in beautiful, durable, soil-proof 
French grey plastic with white trim. Made in the 


usa, and backed by a lifetime guaranty! 


Ask the nearest CORMAC dealer to show you. 


Or write for booklet, or send coupon to 


corMAC Industries, Dept. 11, 80 Fifth eae 
Avenue, New York City. ..You’ll be glad! 


CORMAC & 


‘YT 
ST RE ee ee IO eT TN 
CORMAC INDUSTRIES, Dept. 11 
80 Fifth Avenue, New York City 
Send booklet on CORMAG photocopy machine to: 


Name 
Firm 


Address 
For More Information Circle No. 240 
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Annual NOMDA 
Convention in 
Houston, July 8-11 


DAVID C. SILVERS 
NOMDA President 


USSEL BREWINGTON, president 

if the Texas Office Machine Dealers 
yAssn., will be the man in 
Houston July 8-11, during the annual 
convention of the National Office Ma- 
chine Dealers Assn. Mr. Brewington is 
serving in a dual capacity 
man ot the entertainment 
with Ed Feigle as well as head of the 
Texans who will hold their own meet 
ings during the four days at the Sham- 
rock Hulton Hotel. 
“We Texans just 
folks of NOMDA 
forward very much to having them with 
us,” stated Mr. Brewineton. “We ex 
pect the biggest turnout in NOMDA his 


busiest 


as co-chair- 
committee 


love to entertain 


and we are 


tory and have set our sights accordingly. 


little 
Mardi 


We hope that all will enjoy our 
effort on Tuesday night at the 


PEVECERTCE ELIE TY 
33) 


SUVTTETL ERTL 


looking 


erie 


RUSSELL 
BREWINGTON 


held for all who 
for all events of the convention. 


Gras which is being 
registel 
This is something new to most folks so 
they have a real treat in store. All ow 
members can hardly wait for July so we 
ean show what we ean do in 
the way of hospitality.” 

The technieal 
tion will consist of panel discussions on 
those machines in which members 
The dictating machine 
panel convenes at 10 a.m. Monday. Fol 
the typewriter 
remainder of the 
afternoon. There will be a panel session 
Tuesday morning. 
\utomation and electronics are the sub- 


evervone 


sessions of the conven 
most 


are interested. 


lowing luncheon that day, 
panel will occupy thi 
on cash registers 
jects of the panel on Tuesday afternoon. 

This last panel 
aroused interest 
a ae 


session has 


NOMDA 


named 


vreat among 


Air view of the 
Shamrock Hilton 
Hotel, Houston, 
where the National 
Office Machine 
Dealers Assn. will 
hold its annual con- 
vention and exhib:t 
this month. 
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Only the REX RECORDER 
gives a DOUBLE GUARANTEE fe ou 


This guarantee is backed, both by, EXCLUSIVE 

FRANCHISED trained dealers who give - CAN 
IMMEDIATE SERVICE in the users office and : 

by National Headquarters. Original REX# 


RECORDER parts are stocked by both for = : USE 
| proper service and maintenance. beige. Oils 
: THIS © 


10,000 
TIMES 
on the 


NEW 1N-3 Rex=-Recorder 
DICTATING/TRANSCRIBING MACHINE 


. . . and SAVE $75 per machine as compared 
to purchase price of other 
MAJOR dictating machines. 


The NEW roll-tape-tear-off automatic indexing system is the finest and most 
efficient indexing system devised . . . and a REX RECORDER TN-3 exclusive. It 
requires only one loading for a minimum of 35 uses and gives perfect instantaneous 
place location and visibility. 








rn E-Z Mount Dise @ Only REX RECORDER TN-3 combines the magnetic 


Miracle Magic recording principal with dictating machine system 
Eraser Bar ae efficiency. 


Four years of use by single machine users and 
large corporations using as many as 400 REX 
RECORDERS has proven that the REX RECORDER 
is one of the most repair free machines for 
dictating and transcribing. 


BENEFIT FROM: REX TRAVEL SERVICE 


Thousands of business people (small and large) 
and professional people are enjoying the benefits 
of REX TRAVEL SERVICE. When you are travel- 
ling, membership in RTS entitles you to contact 
the local REX RECORDER dealer . . . and he 
2 Gentian will supply _ you with the necessary dictating 
Roll-tape-tear-oft machine equipment, during your stay. 


Close talk/ and ; 
Conference microphone oe See Some Choice Territories Still Open 


Nat’! Headquarters AMERICAN DICTATING MACHINE CO., Dest. 7] 65 MADISON AVE., N. Y. C. 


For More Informition Circle No. 371 
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OLYMPIA 
TYPEWRITERS 


WILL BE DISPLAYED 
AT BOOTHS 
NO. 56 - 57 - 58 


DURING THE 


NOMDA CONVENTION 
HOUSTON, TEXAS JULY 8th TO IIth 


INTER-CONTINENTAL TRADING CORP. 
90 WEST STREET + NEW YORK 6, N. Y. 


For More Information Circle No. 357 d a 
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Exhibitors at NOMDA Convention 


Addo Machine Co Martin-Yale, Inc. 

R. C, Allen Business Machines, Inc Maso Steel Products, Inc 

Alma Office Machines Corp. Modern Business Machines Co 

Alpina Distributor U.S.A National Cash Register Co. 

American Dictating Machine Co. Olivetti Corp. of America 

A ‘ t : : Paillard Products, Inc. 
merican nternational Office Equipment Co Pearl Engraving Corp 

American Voss Corp. Peerless Stee! Equipment Co 

Ames Supply Co. Regna Cash Registers, Inc 

Baco Ribbon & Supply Co. 


: Remington Rand Div., Sperry Rand Corp 
Bohn Duplicator Corp Rex-O-Graph, Inc. 


Burroughs Corp Rex-Rotary Distributing Corp 
Check Writer Co. Rite-Line Corp. 


Clary Corp Royal Typewriter Co 

Cole Steel Equipment Co Scribe Corp. 

DeJur Amsco Corp Shipman-Ward Mfg. Co 

Ditto, Inc Smith-Corona, Inc. 

Ennis Tag & Saiesbook Co. Southwest Office Furniture Warehouse Co 
Facit, Inc Stanley Mfg. Co. 

Felt & Tarrant Mfg. Co Swift Business Machines Corp 
Gestetner Duplicator Corp Tiffany Stand Co. 

Milo Harding Co Typesales, Inc 

Hennus Co Underwood Corp 

Heyer Corp Utility Supply Co 
Home-O-Nize Co Victor Adding Machine Co 
Indiana Cash Drawer Co Wells Chair Corp 
Inter-Continental Trading Corp West Coast Sales 

Lix Distributing Co ; Wholesale Office Machines Co 











members. Burroughs Corp., Interna There will be a record number of ex- 
tional Business Machines Corp., Na-  hibitors this year because of the larger 
tional Cash Register Co. and the Rem- area available for exhibits and because 
ington Rand Division of Sperry Rand Texas and the southwest is a highly at- 
Corp. will participate. Automatic ma tractive market for manufacturers ot 
chines are gaining wide acceptance in machines and supplies. A list of ex- 


offices and dealers should take advan-  hibitors appears above. 
tage of this opportunity to learn all Elmer Wheeler will be the prineipal 
they can about the new equipment. speaker at the luncheon on Monday, 


Pe ae ee 4 ao nee) Berets, aah nae nh aaa ee 


a 


Officers. and directors of NOMDA. Front row: Russell Brewington, Irving Ritchie, James 
Bushman, Harry Van Zant; Harold Mann, executive secretary; David Silvers, president; D. L. 
Keeney Jr., vice president; Harold Steinke, treasurer; Charles Krause Jr., legal counsel. Second 
row: Fred Johnson, Edward Pfitzenmaier, Robert Randazzo, Miller Huggins, Al Foxcroft, James 
Gladney, Sam Stein, Mario Teschion, Liston Jackson, Ivan Fifield, Henry Sassman, Jule Waedekin, 
Charles Taylor, Paul McWilliams. Top row: Charles Meyers, Harry Pitts, Harold Peck, A. 
Dolhanyk, Elmer Beutler, Harvey Miner, Ed Feigle, Wilbur Walker, Ed McHale, Charles 
Chappell, Gordon Miller. 
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l0a.m. Exhibits open. 
Registration. 


730 p.m. 


SUNDAY, JULY & 


Meeting of Board of Directors. 


MONDAY, JULY 9 


9 a.m. 
Registration. 

10 a.m. 
2:30 p.m. 


Exhibits open until noon. 


_ Panel on Dictating Machines. 
Luncheon: Elmer Wheeler. 


Business Session for Members. 


Typewriter Panel. 
730 p.m. 
8 p.m. 


Buffet Dinner at the Pool. 
Water Ballet by the Corkettes. 


TUESDAY, JULY 10 


9% a.m. 
Registration. 

730 a.m. 
10 a.m. 
2:30 p.m. 


Exhibits open until noon. 


Women’s Organizational Meeting. 
Panel on Cash Registers. 
Luncheon for Ladies and Musicale at Milford House. 


Luncheon. Members Business Session. 
Panel on Automation and Electronics. 
Panel on Bookkeeping Machines. 


730 p.m. 
6 p.m. 
9 p.m. 


Meeting of New Board of Directors. 
Exhibits open until 10 p.m. 
Texas OMDA Party and Midnight Supper. 


WEDNESDAY, JULY I! 


9 a.m. 


10 a.m. 
2:30 p.m. 
2 p.m. 

3 p.m. 

t p.m. 
730 p.m. 
7 p.m. 


Luncheon: 


Panel on 


been dubbed 
Salesman. “I 


July 9. He has 


otten 


America’s Number One 


can hardly wait to get before that gang 


of office machine men and women,” 
stated Mr. Wheeler when told of his 
selection. “Office machines are a live 
item that bear a lot of selling pressure 
and I intend to give it to them in Hous 
ton. There is no more useful and neces 
sary and good looking product made 
today and I want to tell them a story 
that will put sales into their business.” 

Known as one of the great humorists 
of the age, Morris Frank will entertain 


102 


Exhibits open until noon. 

Breakfast for Presidents and Secretaries of Local 
Panel on Duplicators. 

Morris Frank. 

Presentation of NOMDA Awards and Trophies. 
Advertising. 

Panel on Adding Machines. 

Meeting of Board of Directors. 

Banquet and Dance. 


Associations. 


at the Wednesday juneheon. Mr. Frank 
is particularly popular in the Nation’s 
capitol where he goes annually to act 
as master of ceremonies of the Gridiron 
Club, the roaster of politicians. His spe 
cialty is making people laugh. He has 
staff member of the Houston 
Chronicle tor many years. 

Nomdans will not lack opportuni 
ties for entertainment and _ relaxation 
while at the convention. The Shamrock 
Hilton Hotel has one of the largest 
swimming pools in the country and if 
will be the water ballet fol- 


heen a 


site of a 
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FULLY 
AUTOMATIC 
MULTIPLICATION 


Multarapid visibly 
double checks your 


MUL TIPLY ‘% Bier — a | figuring does the 
JUST ‘ , work of a calculator 
— —yet sells for the 

TURN price of an adding 


THE DIAL! machine. 


Capacity 11x11, 


H:. Dealer: Here's the high capacity adding machine Alma Office Machine Corp. 
34 East 30th Street 
Its exclusive features make Everest ““Multarapid” easy to sell New York 16, N. Y. 
Write for complete information to-day —some dealer fran- Gentlemen: Please send me more infor- 
chises still available. Use the coupon or write on your letterhead * st Multarapid 
Visit us in Booth 11 at the Houston Nomda Convention in July. mation about the new Evere P 


with fully automatic multiplication you have been asking for 


Printing Multiplier. 
Name - 
ALMA OFFICE MACHINE CORP. Address 
34 East 30th Street ° New York 16, N.Y City Zone___ State 


For More Information Circle No. 217 
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TUBE INK 
for GESTETNER DUPLICATORS 


@Fits the Express Inker PERFECTLY — 
NO ADAPTORS REQUIRED 


@ MORE COPIES PER POUND 
@FREE FLOWING 
@FASTER DRYING 


Will not damage silk screens or waver roll- 
ers...will not clog pump 


Available in the following colors 


RED * GREEN * BLUE * BROWN 
YELLOW * ORANGE *« BLACK 
GRAY * PURPLE 


AND... 


The world famous KLEAN 
WRITE “Crystal” Stencil is now custom 
made for the Gestetner and all other foreign 
duplicators. ONLY KLEAN WRITE QUALITY 
can assure you of the following features: 
STATIC FREE... PERFECT FIT... LONGER RUNS 
... THE NEW AND REVOLUTIONARY “JET” 
GREEN COLOR! 


. 
fee 
. 


RIBBON CO... 


285 Ria Grande Blud. Denuer, Colorada 


For More Information Circle No. 216 
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lowing a buffet dinner at the pool on 
Monday evening. Other entertainment 
will include a Mardi 
Tuesday night with prizes for the best 
This starts at 9 
will be with a 


features Gras on 


costumes, party 
and Climaxed 
supper. On Wednesday night, the 
day meeting will close with a huge ban 


pin. 
midnight 
four 


and dance. 
Mrs. Kdwin 4 Feigle will oversee all 
for the ladies. Of special 
interest to the women folks will be their 
luncheon and musicale Tuesday 
Houston’s 


quet 
the activities 


alter 
noon at historic Miltord 
House. 

Because of the many wives who work 
hand-in-hand with their husbands in of 
fice machine retailing, NOMDA’s execu- 
tive committee has proposed that the 
ladies should organize. Mrs. Henry 
Sassman will preside at this organiza- 
tional meeting on Tuesday morning. All 
NOMDA members are invited 
to attend this meeting, whether or not 
they assist their business. 


wives ol 


husbands in 


Edwin Feigle 


Mrs. Henry Sassman Mrs. 


Some of the women know as much about 
machine serial numbers and 
do their husbands. Wives 
ean learn from other women. 

Dealers who are not members otf 
NOMDA are invited to learn 
about the organization by attending this 
convention. No one in the retail office 
machine trade can fail to learri some- 
thing here this month. Complete regis- 
tration information can be had from 
Harold W. Mann, executive secretary, 
1542 Hillhurst Ave., Los Angeles 27, 
Calif. 


models, as 
who do not 


more 





ED a-desh 


Has automatic 
push-button control 








LOCKS AND 
RELEASES INSTANTLY 


NO BALL-BEARINGS 
TO LOCK OR JAM 


STEEL CENTER SHAFT 
TESTED AT 400 LBS. 
WEIGHS ONLY 4% 072. 








Keeps your 
typewriter 
platform firm 


Turn out neat letters 
by letting Jac-a-desk 
take the skipping 

and piling out of your 
typing. Over 50,000 in 
use today. No clumsy 
locks or sharp edges 
to bump shins or snag 
nylons. Telescopes 

to fit desk drawer. 
Expands from 
17”-31”. $4.95. Liberal 
dealer discounts. 
Gonco Mfg. Co., 

1259 S. La Brea Ave., 
Los Angeles 19, Calif. 








For More Information Circle No. 163 
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The Royal Typewriter Company, Division of Royal McBee Corporation 
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demonstrates 


“more work per typist” 


Why? It weighs about two ounces. Which 
simply means that it takes less weight than this 
for her to press down one key on the new 
Royal Electric. 

It only takes three ounces to press the carri- 
age return key. 

So, it’s thirteen times easier to do these jobs 
on the new Royal Electric than on a non- 
electric typewriter. Stands to reason, doesn’t 
it, that she’s going to get a lot more work done 
in a day. Stands to reason she’s going to like 
that kind of easy work, too. 

And you'll find that it’s much better-looking 
work in the bargain—clean, clear-cut, neat as 
a pin. 

Phone your Royal Representative. Together, 
you can analyse your set-up, taking into ac- 
count salaries, days worked per year, hours 
typed per day and production rates. You can 
expect savings. You’ll be surprised by the 
amounts. 


UYAL electrics 


standards ¢ portables « Roytype® business supplies 


For More Information Circle No. 346 
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Chicago's 
Millions of 
Land Title 


HEN THE PRINCIPAL ASSETS 


of a business are large, bound 
crammed with constantly 
used handwritten pages, the physical 


maintenance ol 


volumes 


those pages becomes 


Title «& 


very 


highly essential. At Chicago 
Trust es: 
lifeblood Oot ti rvanization 


P&T 


these 


pages are the 


kee ping 
and 


ry recorded document 


Cook County court case 


ye riain 
than 1.2 mil 


eacl more 
oft land in the 


1831. It 


more than 25 millon 


county back 


he veal does so by means 


hand 


“ parate 
entries ol thousands ol 


2.400 tract 


itten pages 


books, with 
the legal title 


prope rt 


in more than 
page 


history tor a single 


each ” 


represel tins 


4 piece ol 
] 


mm 1 = | ; 
These tract DooKS proy ci¢ records Tol 


le protection 1n any real esta 


tion and they are handled 
’&'l employees, 


private ¢ ItiZenS 


thousands 
times by C’ lawyers, and 
sure 
This 


and 


who wal to be 
that current | clear 
constant 


torn 
| te + fact | 


despite 


uUsave 
worl pages, nicago 
Title Trust 


best 


materials in its ow! killed bindery. 


very 


USCS 0) 


PP? and ‘ | ] 
ages and mes DOOKS 


must 


be replaced periodical! maintain a 
cle ar, comple te set ol 
; tilized 


Through the vears ne ave u 


] ; 


a variety ot methods Io1r 


replacing wortl 


book pages TT) irhiest 


system 


tedious each 


Al Lal 


copying 


Lawrence Kuske 
(left), manager of 
the tract book de- 
partment at Chicago 
Title & Trust Co., 
and Frank Norris 
office services de- 
partment, who su- 
pervises tract book 
reproduction, exam- 
ine one of the new 
loose leaf books re- 
produced from the 
old bound volumes. 
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A new Organized Desk with an ingenious 
ability to lend a hand to a man at his work 


Fever noticed the amount of useless stuff that drifts 
around on top of a desk? And a lot of desk drawers 
too are in the same state of clutter. 

This condition gets in the way of a lot of work. 
It’s the reason why the new Shaw-Walker Organized 
Desk is such a big help in getting things done 

Move in behind one of these Organized Desks and 


you make a clean sweep of clutter. 
Your desk top is cleared and stays 
clear. Here’s how it’s done! 

Work Organizer drawer interiors 
provide specific space for letter trays 
and all other work and working tools 
Everything is organized for quick finding with- 
out hunting. Two revolutionary advances are, 
drawer space for your wastebasket and telephone. 

The 292-page Shaw-Walker ‘Office Guide’”’ pic- 
tures, describes and plainly prices 86 Organized 
Desks and 5,000 other items. Ask your local repre- 
sentative for a copy, or write Muskegon 8, Mich. 


‘skys taper 
_ Largest Exclusive Makers of Office Equipment 
Muskegon 6, Mich. Representatives Everywhere 
—_—a 


For More Information Circle No. 215 
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page of entries by longhand or type- 
writer. Despite careful checking and 
proofreading, there was the chance of 
copying errors which could result in 
possible liability for CT&T. 

Beginning in 1945, the company 
turned to photographic copying of old 
pages by a machine constructed especi- 
ally for the purpose. The method was 
faster and eliminated chance of errors, 
but the photographic emulsion made it 
impossible to write new entries on the 
glossy paper without blotting or smear- 
ing the ink. Thus, it 
replace only complete pages on which 
future entires would not be 

Then another method of photographic 
reproduction, xerography, came into the 
picture in 1951. In its early 
however, it didn’t fit into CT&T opera- 
tion because the tract 
too large for the xerography 
copyboards. 

During the past year, however, with 
larger cameras adapted to the process, 
CT&T became the first company in the 
Chicago area to install the bigger 
xerography camera equipment. Today, 
all of the firm’s tract book reproduc- 
tion is done by this method utilizing a 


was possibie to 


necessary. 


stages, 


he 0k pages were 


camera 





Model 320 metal darkroom 
manutactured by Robertson Photo 
mechanix, Ine., of Chieago. Adapted 
for use with Haloid Company’s Xerox 
charging, developing, transfer and fus 
ing units, the Robertson camera has a 
copyboard capable of handling materials 
up to 21” x 25” and has an adapter 


camera 


back for use with Xerox plates. 
Using this equipment, CT&T copies 

tract book pages onto the same durable 

paper stock as the original books and 


new entries can be made on a reproduced 
page in ink without blotting or smear 
ing. 
“Chicago Title and Trust replaces 
from 20% to 30% ot every tract 
approximately every 20 years to keep 
the volumes in the proper condition,” 
points out Lawrence Kuske, 
of the tract department. “Each 
book has an average of 260 pages. 
Multiply that by 2,400 tract books and 
the seriousness of our 


book 


manager 


be ¢ »k 


it 1S easy to see 
rehabilitation 

“Adding to the problem is the fact 
‘hat activity in the real estate market 
is increasing. Without our present 
method it would be virtually impossible 
to keep CT&T tract books in shape for 


pre ICCSS. 


Preparatory to making a xerographic plate, a tract book page is placed on the copyboard of a 
Robertson Model 320 metal darkroom camera at Chicago Title & Trust Co. 
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Arrow indicates how automatic feed 
swings away for loading tray or for 
hand feeding. (Inset) Exclusive, self- 
leveling stripper pin with optional 
blades for positive feeding of paper 
or card stock. 


Feed rollers slide together, center feed 
small forms, coupons, post cards, auto- 
matically. Segmented master clamp 
with blockout slot firmly grips all 
masters. Scale on drum and tray for 
positioning. 


iT GOES LIKE 
A BLUE STREAK 


NEW ERA MODEL 


EVERYTHING YOU COULD WISH 
FOR IN A FLUID DUPLICATOR... 


answer to the copying problems of 
Business + Industry + Institutions 


This fabulous Standard Rocket Duplicator 
goes like a blue streak . goes smoothly, 
quietly, faultlessly. The last word in de- 
sign, it provides the fastest, most satisfac- 
tory method to reproduce rush notices and 
bulletins or to handle, in a single writing, 
all the copies necessary for purchasing, 
production, order-invoicing or for educa- 
tional purposes. With motor self-contained, 
it's convenient to use on a desk, file top 
or table. Matching cabinet available, if 
desired. 

Standard, pioneer of fluid duplicating in 
Amcrica, with a proud reputation to up- 
hold, guarantees you a top quality dupli- 
cator at a most reasonable price. Write for 
literature or a demonstration. There’s no 
cost or obligation. 


For More 
Information 
Circle No. 143 


é » 
v 
2 ouer’ 


STANDARD DUPLICATING MACHINES CORPORATION, EVERETT 49. MASSACHUSETTS 





DOWN TO THE RACKS IN 20 MINUTES! 


That's how long it takes to 
disassemble the Johnston 
Adding Machine. It takes only 
40 minutes to put it back 
together. Fantastic? It's 
made possible by Johnston's 
unique principle of separate 
unit construction. ‘This means 
a new _low in maintenance 





cost for the dealer... plus a 





new high in satisfaction 
for the customer. For a 
demonstration call your 
distributor now. © 


ADDING MACHINE COMPANY 
13343 Sherman Way ¢* North Hollywood, Calif. 


For More Information Circle No. 227 
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Left: Inside the 
darkroom, the 
Xerox plate is 
placed in the 
camera's __ light- 


tight holder. 


Right: Lens ad- 
justment and fo- 
cusing are easily 
accomplished in 
the darkroom. 





efficient operation.” 

The tract reproduction equip- 
ment is operated in the company ’s base- 
ment bindery by a six-man staff under 
the supervision of Frank Norris of the 
office services department. Besides the 
xerography staff, an eight-person re- 
habilitation unit has been set up in 
the tract book department devoting their 


he Al yk 


full time to keeping the tract books in 
good repair, and simplifying or clarify- 
ine old reeords before photographing. 

The rehabilitation staff examines each 
tract book as to content and layout be- 
fore it is sent to the xerography sec- 


rewriting 


necessary, 


includes 
where 


tion. This editing 


cumbersome sections 
extraneous and 
comments, breaking down and dividing 
larger sections into individual titles, and 
placing them on separate pages to sim- 
plify searches on large tracts of land. 
Tract book layouts thus are rearranged 
and altered pages are numbered or 
keved accordingly before the books are 
photographed and copies made. At the 
same time, makeup of books is being 
changed from bound to loose leaf style 
to simplify addition or changing of 
pages. The result is that the overall re- 
habilitating and xerographie reproduc- 
tion processes are speeding up the post 
ing of entries for searchers who 
to them to establish title guarantees. 


eliminating references 


refer 
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Once a tract book goes to the xerography 
department, it follows these steps to 
quick, efficient reproduction : 

Pages of the book are removed from 
the bound volume. One 14” x 17” page 
at a time is placed on the Robertson 
camera copyboard. Inside the darkroom, 
where the plateholder end cf the camera 
is installed, a Xerox plate is electrically 
charged and placed in the camera’s 
holder. Lens adjusting and copy focusing 
are acomplished by handy control knobs 
inside the darkroom. 

The page on the copyboard is ex- 
directly on the charged metal 
plate, which is developed by a dry chem- 
ical powder. The darkroom phase ot 
he process thus completed, the developed 
plate is placed in a transfer unit and 
the image of the page is transferred 
to the durable tract book paper stock. 
This image is fixed on the paper in a 
vapor fusing unit and the reproduction 
of the page is complete, a matter of 
minutes after the process was begun. 
Hot fusing originally was tried but, 
beeause both sides of a tract book 
page often must be copied, the same 
piece of paper may have to go through 
the fusing process twice. At times it 
was difficult to get a clear image on 
the back of the sheet when fusing with 
heat. Vapor fusing is utilized and both 
sides of a page now can be reproduced 


posed 


113 





with perfect clarity. 

“We’re getting new tract books with 
new paper and at the time are 
speeding up the conversion from bound 
to loose leaf books by using xerography,” 
Mr. Norris explained. “Use of loose leat 
format will 
future expansion of the tract 
More than half of our more than 2,400 
tract books still are in bound format, but 
eventually we plan to convert the en 
tire set to loose leaf.” 

Keeping the tract books in good con 
dition is so important that two three 
man shifts are maintained in the xero 
graphy department—a day shift of eight 
hours and an evening shift of four. 
On each shift, one man places the old 
book 
and 


pages, one 


same 


books. 


pages on the camera copyboard 
photographed 
handles plate charging, 
camera loading and plate developing 
in the darkroom, and one operates the 
transfer unit. 
Operation of the 
guesswork in 


fuses the newly 


Robertson camera 
eliminates 
well as in placement of lights and copy- 
hoard for the page reproduction. Lights 
are tastened to the copyboard at the 
proper distance for optimum 
and the iris diaphragm control facilitates 
proper exposure. The camera is equip- 
ped witl Artar lens, one of the 
finest available. 

The Xerox plates used in the 
tion are light in 


exposure as 


results 


(4 PTZ 


opera 


weight and ean be 


The tract book page is then exposed directly 
onto the charged metal plate. 


simplify considerably the 


utilized over and over, simply by remuvy 
ing the image with a dry plate cleaner 
and recharging the plate electrically. 
Six plates are kept in use throughout a 
day, during which an average of 200 
plate exposures or page reproductions 
are made. Each plate receives an ad 
ditional twice-a-week cleaning with 
liquid film remover to keep impressions 
sharp. By these methods, CT&T 
about 850 exposures per plate, Mr. 
Norris said. The dry chemical powder 
plate developer is changed every 450 
exposures to clear plate 
negative at all times. 

This plate economy, plus the sm: 


vets 


guarantee a 
1] 
wattage required to obtain wide, even 
light distribution on the camera copy- 
hoard, makes the reproduction process 
highly efficient. The camera and xero 
graphy units can be used to make plates 
for transter to single sheets, as in the 
Chicago Title & Trust operation, or tor 
transfer to paper masters for running 
multiple copies on an offset duplicator. 
Because the reproduction is an electrical 
rather than chemical process, prints can 
only on paper but on 
wood or 


be made not 
cloth, 
it desired. 


Sinee the company ’s 


glass, metal, ceramics 
books are the 
land 


transactions in Cook County in existence 


only complete set ot records on 
today, keeping them in good -eondition 
represents what CT&T 
own title insurance! 


considers its 


pertect 


5S 4 " 


The developed plate transfers the tract book 
page's image onto durable paper. 
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Set up the above number on the figure keys in the All four rules 

same order as you read it, that is, 7, 8, 9 and then 1. of arithmetic are 
a just as eas 

Depress the = | key. The machine will figure out ° 


f ck , ,; iy. Af lo do figures on Facit — 
the square of the number quite automatically. ‘After the world’s smailest, fully 


barely three seconds the product register shows the automatic calculator — is 





almost as easy as reading 


answer « 00006226788 them. All you do is set up 


the figures in the order in 
which they appear. The uses 





of the few controls are fixed 


FACIT "0 
ted cal ulator 





FACIT INC, 404 Fourth Ave., New York 16, N.Y. * 235 Montgomery St., San Francisco 4, Cal. 
ATVIDABERGS — SWEDEN 


For More Information Circle No. 265 
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COLE’S FULL SUSPENSION 
STEEL FILES AT 
NEW LOW PRICES 


No other file at this low price has this really full 
suspension. 25% more filing capacity. Smooth gliding 
drawers, spring compressors and guide rods. Olive 
green or Cole gray finish. 





FOUR DRAWER 


$46.50 


4 


palm 
= 


ire No. 504 ze. Four $52.50 


TWO DRAWER $39.95 


$37.95 


wer 


wiGeé 


4 





FIVE DRAWER $57-5 


$66.50 





Safeguard YOUR VALUABLES 
and VITAL PAPERS 


Contains a dial lock secret vault, (only you know the com- 

bination). Plus three full suspension letter files. Heavy 

gauge steel, 1434" wide, 52!/," high, 265" deep. Olive 

green or Cole gray. No. 2004 D $65.95 
<—DESK HEIGHT 

2002 D $49.50 

COUNTER HEIGHT 


Prices slightly Texas, Colorado, West of tl 


higher in as, 1¢ Rockies and outside of 
For More Information Circle No. 355 


(eo) & STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17, N. Y. 





COLE'S 
complete 
home office 


The "DESK n' FILE” 


A complete office all in 
one handsome unit, Re- 
tractable desk, files for 
checks, letters and sta- 
tionery, compartments 
for books. Protected by 
two strong outer doors 
under lock and key. 
Heavy gauge _ steel. 
3234"' wide, 60" high, 
19" deep. Green or 
Cole Gray.’ No. 1093. 


$1 19-00 








Top quality “RECORD-CARD” files 
at rock bottom prices! 


Combination file for both index cards and 
other records. Full suspension letter size 
drawers. Heavy steel, green or gray 


$62.50 











tly higher in Texas, Colorado, West of e Row 


For More Information Circle No. 354 


STEEL EQUIPMENT COMPANY 
OLE 285 Madison Avenue, New York 17, N. Y. 








Is It Insubordination for an Employee to 
Tell the Office Manager to, “Drop Dead?” 


ROUNDUP of day-to-day employee 

problems and how they were 

handled by management. Each in- 
cident is taken from a true-life grievance 
which went to arbitration. Names of 
principals involved have _ been 
changed for obvious reasons. 


some 


What Happened: 


Betty Hermann was at her desk when 
the phone rang on her supervisor's desk. 
She left her work, and answered it. 
After she said, “Hello,” the voice on 
the other end asked, “Who is this talk- 
ing?” 

“This is Betty Hermann,” she replied. 

The barked, “What are you 
doing answering the phone? That’s not 
your job.” 

Taken 


voice 


aback, Betty answered, “Oh, 


(/ 


/ 
pop 
DEAD — 


en 


drop dead!!”’ and hung up. 

It happened that the was the 
office manager. He stamped into the 
department and wrote out a “warning 
notice” charging insubordination. This 
reprimand went into the employee’s per 
sonnel file, and may have stood in the 
way of a promotion. Betty protested, 
and the She 
claimed that: 

1. She did not 
to a 


VOLe?e 


went to arbitration. 


Case 
know she was talking 
member ot 
2. She 


management. 
couldn’t be blamed for 
beeause the “voice” 


what 
rude 


It held 


she said was 


The company didn’t go along. 
that: 

1. She had no right to answer the 
phone as she had never done it before. 

2. She knew it “management”’ 
on the other end of the phone because 
she had known and talked to the “‘voice”’ 
many times. 

3. That kind of inexeus 
able on the part of an employee, pat 
ticularly when the “voice” did nothine 
more than ask her was not 
working instead of answering the phon 


was 


language 1s 


why she 


Was the Company: 
RIGHT WRONG 


WHAT ARBITRATOR SAMUEL H. 
JAFFE RULED: “I am satisfied that 
there was no sufficient provocation for 
Miss Hermann to say what she said. It 
seems clear enough that employees 
should not manifest disrespect for sup- 
ervision by telling supervision to “drop 
dead” even though the manager’s voice 
may not have been dulcet. She had a 
pretty good idea that the person at the 
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Now the new 
DAVIDSON EMBEE 
the only complate 
OFFICE FOLDING 
MACHINE 


No! You don’t have to pick up 
DAVIDSON EMBEE to move 
it on desk or table top 


lth 


MODEL 230 


END THE DRUDGERY of hand folding 
with DAVIDSON EMBEE. Swiftly, quiet as a whisper, 
it produces one or two parallel folds wherever you want 
them, on 12,000 82” x 11” sheets per hour! Handles 
sheets as large as 934" x 18’. And 
a it’s the only small folding machine 
ui w is on the market with a scoring attach- 
B® - Lh ment as standard equipment! You 
" -: fold or score, separately or to- 

P| s + | gether, on any stock, from onion skin to 100-lb. index. And 
renee sae i that’s not all! Completely automatic feed, but you get a hand 
feed board to facilitate handling of stapled multiple sheets. 
Simple thumb screw ad- Plus — easily affixed attachments, which let you slit or per- 
justment sets up folds ex- forate, as a single operation or in conjunction with folding. 
actly where you want Variable speed control and the simplest fold adjustment. 
them, and in a jiffy! 

Micrometer adjustment. 


Yes! It’s easy to move! Just 
tilt up and built-in, rubber 
wheels let you roll it around. 


| DAVIDSON CORPORATION 
BIG MODEL 360 folds sheets | 99 Ryerson Street, Brooklyn 5, N. Y. 


up to 1a” & a0”. ] (0 Send me literature on DAVIDSON EMBEE. 
Same features as Model 230. | [7 | want to see DAVIDSON EMBEE in action. 


DAVIDSON CORPORATION | Name 
( A Subsidiary of Mergenthaler Linotype Company | Fi 
29 RYERSON STREET, BROOKLYN 5, NEW YORK exeenie 


Distributors in all principal cities and Canode Address 


Text set in Linotype * Headings in Protype § City...... Zone State 
For More Information Circle No. 264 
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other end of the line was a supervisor, 
for it is unlikely that a rank-and-file 
employee would have said to her what 
the office manager did say. Moreover 
she took a chance on the identity at the 


SR rial a: 


very least, and she could hardly com- 
plain validly now if the gamble turned 
out to be wrong. I cannot find that the 
reprimand is an unreasonable measure 


of discipline.” 


When an Employee Has a Grievance, 
Must It Be Settled On the Spot? 


What Happened: 


Ruth Bartlett 


ateteria. Sih 


worked as a 
The company ¢ 
] 


steward, and if 


was also the 


union was her job to 
represent 


ters At 


over he! 


employees on grievance mat 
11:45 one morning, Ruth called 
supervisor and 
said tha 


I andle a 


asked to be 


; 


relieved. She she had to leave 
in order to 
ol the 


to let 


for one 
Her supervisor refused 
that 
She argued 
lunch 
employees returned to their 
Later that day the company 
disciplined Ruth by giving her a 2-day 
layoff. When the case came to arbitra 


+ 


erievance 
workers. 
her go, saying the grievance 
otherwise, and 


was so de 


could wait. 


result, the 


time 


laved that 


jobs late. 


ion, the union took up the cudgels for 
s steward. It 


it 


argued: 
a The company 
union 


Is obligated to @ive 


stewards time oft to process 
per contract. It 
the company set a precedent ot denying 


orievances, as union 


LUGELL 


stewards quick 
the 


Punctions. 


opportunity to handle 


YTICVaAhces, union would be denied 
its normal 
The company 
l. The 


sent 


countered that: 
right to 
vrievances by the 


investigate and pre 


union is “subject 
to the enteria ot reasonableness.” 

2. Even if the company was wrong In 
refusing Ruth Bartlett permission to 
leave, it was her job NOT to argue, but 
to take the 


matter up as a gmevance 


later on. 


Was the Company: 
RIGHT WRONG 

WHAT ARBITRATOR MICHAEL I. 
KOMAROFF RULED: “The purpose of 
grievance machinery is to establish a 
procedure which fulfills two basic ob- 
jectives: 

1. To facilitate the investigation and 
settlement of grievances, AND 

2. To do this in a manner which is 
orderly and which will not interfere 
with the efficiency of the operations. 

Thus, in every situation rising under 
grievance procedures, it is necessary to 
balance these two basic objectives. The 
rights of the union under the grievance 
procedure, and the effectiveness of in- 
vestigation and settlement cannot be 
sacrificed to the needs of efficiency in 
operation. The REVERSE is equally 
true. In this grievance it would be 
necessary to ask the question: ‘Would 
the effectiveness of investigation and, 
settlement of the grievance have been 
prejudiced if Miss Bartlett waited until 
she had checked out the line of em- 
ployees waiting for their lunch?’ No 
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The Olivetti Automatic Carriage Printing Calculator calculates, 


prints desired figures on business-forms, moves to the proper 
columns—all automatically. Performs a series of selected opera- 
tions; the series can be quickly changed; each individual opera- 
tion can be varied in 173 ways. With platen split, it also prints 
on tape. Write Dept. HQ, Olivetti Corporation of America, 580 
Fifth Avenue, New York 36, New York. 


For More Information Circle No. 353 
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mr- tn Galea al- Cale Zelemme. 4eh<-\- Me -)\4-1eacallale Milam lelalelar-tale| 
finds the typewriter a revolutionary item, so 
have we found our DENOMINATORS!” 


As we used to do it... ' KS 


PLANTS *. SEEDS * BULBS 
APOPKA, FLORIDA 


Before using DENOMINATORS all items sold were 
entered and counted on long, cumbersome break- 
down sheets. This meant that large groups of 
orders were held up before releasing them to 


the billing and packing depts 


NOW WE SORT AND COUNT THE DENOMINATOR WAY! 


“Recording and counting from each order the number and kind of items 
purchased, as well as shipping and billing, are now handled faster and 
more accurately. Because DENOMINATOR keeps a running total of each 
item, we can now handle orders in small, speedy groups. As a result, the 
ability to start the first group of orders flowing has enabled us to com- 
pletely revamp our office system—to the delight of all. DENOMINATORS 
require far less floor space, are pleasing to work with, and do not require 
specially trained operators.” 


For the answer to your sort and count problems, -write 


The DENOMINATOR COMPANY, Inc. 
261 BROADWAY, NEW YORK 7,.N. Y. 
‘Manufacturers of Tabulating Machines for 40 years 


For More Information Circle No. 177 
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evidence is submitted to establish that 
its interests and needs in the processing 
of the grievance would have been detri- 


mentally affected in any way. There- 
fore, the employee was not wrongfully 
disciplined.” 


Can You Discharge an Employee 
For Getting Into Debt? 


What Happened: 


Sidney Nelson borrowed $500.00 from 
« bank. He paid back all of it but 
42.90. His salary was garnisheed, and 
the company paid up through dedue- 
tions trom Nelson’s pay. A year later 
his pay was attached again, this time 
by a doctor who got judgment for 
558.39. When this happened, Nelson 
was fired. He claimed the action was 
unfair on the following grounds: 

1. Garnishment of pay is not proper 
erounds for discharge. 

2. Personal financial problems of 
employees are not relevant to an 
ployment relationship. 

3. The company had no written policy 
which made garnishment a punishable 
offense. 


em- 


Was Nelson: 
RIGHT WRONG 


WHAT ARBITRATOR MACK KAHN 
RULED: “Garnishments are not un- 
commonly a basis for disciplinary ac- 
tion by employers who have unwillingly 
been made a party to the personal 
financial obligations of employees. 
Some employers object to garnishments 
as incidents of petty expense and an- 
noyance, necessitating special book- 
keeping and the appearance of com- 
pany representatives in court ... the 
company has a legitimate right and, 
indeed, an obligation to impose and to 
insist upon minimum standards of per- 
sonal financial responsibility on the 
part of its employees. Moreover, the 
failure to maintain such standards 
might harm the company by leading to 
the imposition on the company of 
higher insurance rates or bonding costs. 


Tue Orrice 


July, 1956 


“The problem in this case is that such 
a policy has not been clearly defined 
and communicated to the employees. 
Nor has the issue previously been 
brought to a head in such a manner as 
to assure a definite awareness of the 
employees of the position of the com- 
pany in this regard. “The record does 
not disclose any clear-cut statement of 
policy or preliminary warning to Mr. 
Nelson prior to the ‘final warning.’ 
Under the circumstances, however, for 
the reasons suggested earlier, the ex- 
treme penalty of discharge is excessive. 
Discipline should first be employed to 
correct, if possible, improper behavior 
on the part of an employee. Reinstate- 
ment of Mr. Nelson in his employment 
with the company without loss of sen- 
iority, but without compensation for 
the time lost as a result of his dis- 
charge, will serve this purpose.” 

















CLEAR TO THE LAST MAN 


When M & V carbon makes the copies, even 
the last man on the list can read his with ease. 
¢ SILK SPUN, M &« M, TAGGER, and PLENTY 
COPY — these are M & V’s matchless carbons 
and their matching ribbons, the big four 
designed to do the big job. * And when 

you order them from your stationer, seventy- 
five years of specialized know-how is your 
guarantee that M & V copies will always 


be... clear to the last man. 


MITTAG & VOLGER, INC. 
Park Ridge, N. J. 


Telephone: PArk Ridge 6 - 0001 


For More Information Circle No. 166 
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ew Products 


DEPT. STORE CASH REGISTER 
Clary Corp., San Gabriel, Calif., makes 
which 


a department store cash register 
now 1 use in 


the 


implements a system 
country. 


eral stores throughout 


1 


cording to tne this 


reductions 


anutacturer, one 


drawer register system offers 


of SO% in equipment investment, 50°% 


in maintenance costs and 22% in data 


processing costs—based on a 100 register 


operation for a branch store doing $10 
million annual volume and averaging 8000 
daily transactions. The Clary register has 
one drawer, simplified keyboard, gives 
one or two totals and its average cost is 
There is no limitation of the num- 


be assigned to 


$500. 
ber of persons who can 
a register. The 
actions and makes clerk training easier. 


system speeds trans 
One cash drawer allows retailer to reduce 
change fund. The Clary register is 18%” 
1414” high; weighs 


long, 1314” wide and 


126 


only 1514 lbs. It comes 10 five color com 
binations of beige, gray, green, blue and 
turquoise. For More Information Circle 


No. 144. 


FOLDING, SCORING MACHINES 
3rook 
models 


folding 


Davidson Corp., 29 Ryerson St., 
lyn D, N. 
of the 
machine which also can perform scoring, 
Machines 


or two parallel folds in a wide 


announces two new 


small Davidson Embee 


and perforating. pro 


variety of paper stocks, from light mani- 


The Model 
sheets up to 18”, 
size for the larger 
is 13%” x Model 230 
a 14”-wide panel; Model 360, %” 
at 12,000 sheets of 8144” x 11” per 
both fold stapled 


sheets. have 


fold to cardboard. smaller 


30 handles 


93%,” x 
The maximum sheet 
Model 
takes 
Rated 
hour, machines will 
multiple They 
speed control automatic feed. 


360 28”. 


variable 
Scoring is 


available as standard equipment. It is 
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possible to score alone or to combine 
scoring and folding. Attachments permit 
the machines to slit and perforate, either 
separately or in conjunction with folding. 
\ny folds 
ire set up by simple thumb and microme 
Folded 
are delivered and stacked at the front of 
the machines. For More Information 
Circle No. 104. 


ELECTRIC REGISTER 

Moore 

Falls, N. Y. 
that 

forms 
fast, 


modifications of four basie 


screw adjustments, sheets 


Ine., 
Electric 
push-button 


Susiness Forms, Niagara 


makes an Register 
provides eontrol of 


handling operations. It insures 


economical and trouble-free opera 


tion. Forms are automatically ejected 


after writing by a touch of a_ button 


located at the upper right of the ma 
A powerful AC-DC motor, housed 
compactly in the machine’s case, 
files the 
and brings the next set into writing po 
Made for use with all 
continuous register forms,’ including the 
816", 614" x 


chine. 
ejects 


the written form, audit copy 


sition. sizes of 


popular 4” x 6”, 5%” x 


814” and 84%” x 8%” sizes. Form sets of 


hidden 
compartment keeps audit copies safe from 


up to six parts can be used. A 
loss or alteration. Carbons are securely 


held in exaet tension and a warning bell 
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rings to prevent illegible copies due to 


carbon overuse. A friction-type elutch 
gives complete cycle movements and the 
operating mechanism stops automatically 
when the next set is in writing position. 
The motor has ample power for a heavy 
forms load, including the operation of a 
cash drawer. It will complete the cycle 


regardless of accidental tearing or jam 


ming of forms. Operates on a minimum 
of power and, in the event of a 


failure, the 


pow e! 


register may be converted 
Forms 

The 
large storage compartment will hold 250 
Cash 
as an optional feature for 
The 


register, 


instantly for manual operation. 


loading is simple, fast and sure. 


or more continuous sets. drawers 
are available 
complete cash and auditing control. 
that 


cash 


same button 


operates the 


operates the drawer. If desired, 


drawer may be also operated independent 
lv. For Mcre Information Circle No. 103. 


LIGHTING FACTS 
National Lighting Bureau, 155 East 


14th St., New York 17, N. Y 
the Certified Lighting 


FACT 
BOOK 


ae \ 

\ 
\ \ 
\ e } 


\ 7 


., announces 
Program which 


BY THE 


OFFICES — 


} 


office 
check-up, a 


offers free 
plan eertified to prov ide 
lighting which meets national standards, 


and (if installation is made) 


executives a lighting 


awa rranty 


127 








plan assures 


Certified Light 


ribes this bu 


tton t 


For More Information 
Stan ards tor Circle No. 119, 
s, has been publishe 


v, Circle No. 137. 


PROOFPRESS 
WATERCOOLER 


thout rel 


More Infor 


‘mation Circle No. 146. 
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UNBURSTED FORMS BINDER bulky 
McBee ( Athens, O] has intro snag 








More Information Circle No. 


l 


For 


AIR PURIFIER 


( ry 


I 


«| 
a 


es ar ; For Mo 
formation Circle No. 126. 


DESK STABILIZER 


Mfg. Co., 12 


es 19, Cal 


Bb 


itton control 


ts top. 
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This 


air which 


ot smoke, 


provides a 


odors, ete., in a room, 


room with tangy 
keeps people alert. Said to intensify the 


result of air econditioning, it is also 


recommended for use where food is stored 
to deter insects, bacteria, mould and mil- 
x 4”, weighs 
hung on the wall. 


For More Information 


dew. Unit measures 11” x 7” 
8 lbs. and ean be 


Costs about $50. 


Circle No. 111. 
FORMS BURSTER 


Standard Register Co., Dayton 1, Ohio, 
Selee-Tronie forms burster in 
which just the twist of a dial 
chine for different 
to 22”. Length adjustment is automatic. 
Change ™f » made 
chine is in action and, 
both 


nakes the 
sets ma 
lengths from 

while ma 
because of frie 
rows of 


even 
tion marginal! 
bursting. 
mechanism, which 
the lead 


form : it 


holes ria re moved before 
The electronic timing 
burster act on, 


each 


controls 


senses 


comes 


n 


through. Automatically, time is allowed 
for that length form to pass before burst 
ing it. Each form is timed individually 
and any error from slippage or variation 
form. 


in timing is confined to just one 


Horizontal perforations within a form 
are skipped since bursting action does not 
begin until correct time has been allowed. 

The into the 


Tronic 3 


eireults wired Selee 
standard 


For special lengths, different cir- 


give a choice of 23 
lengths. 
cuits may be wired. Speed of the burster 


is rated at 12,500 31%4”-forms per hour. 


130 


Form chutes are 
for paper 
18-15/16”. 


125 lb. are 


guides and adjustable 
between 3”. and 
from 9 Ib. to 


thumb 


widths 
Paper weights 
accommodated by a 
dial 
Once correctly set, it may be returned 
to without adjustment. Ma 
chine has built-in system of safety inte 
locks which turn it off if a 


burst, a misfeed occurs, or forms run out. 


screw indicators. 


adjustment and 
additional 
form fails to 


Spoilage and waste are prevented and 


safer operation is guaranteed. For More 


Information Circle No. 133. 


NON-SLIP FLOOR WAX 


Simonize Co., Commercial Products 
Div., 2100 Indiana Ave., Chicago 16, ILll., 
makes Super Anti-Slip Safety Floor Way 
containing the Simoniz additive Ls 

for maximum slip resistance, 


and high gloss on all types 


Sateen 


* COMMERCIAL 


High 


peated damp-moppings. 


resistance to water permits rt 
Luster recovery 
Stripping 
product 


build-up. Through 


is easily obtained by buffing. 


is quick and easy, and the does 
not leave stain or 
its ability to hold feet in place on any 
type floor, plus its ability to withstand 
hard wear and dirt, Super Anti-Shp pro 
with minimun 
maintenance. For More Information Circle 


No. 113. 


vides a safe surface 
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SECTIONAL FURNITURE 


Milwaukee Metal 
ture Co., 101 N. Campbell 
Ave., Chicago 12, Lll., makes 
sectional lounge furniture 
with flared 
prevent 
This 
both 


tional 


Furni- 


hack legs to 


marring of walls. 
with 
tradi 
Units 
without the 
arm Which ean be on either 
the left or 
holstered in 
leather, 


group blends 
nodern and 
furnishings. 
come with or 
right side. Up 

Naugahyde, 

gros point or Claremont material. 
Seat is 20%” wide and 1844,” deep; back 
is 14%” high. For More Information 


Circle No. 102. 


AIR CONDITIONER 
Genera \ir Conditioning 
Dunham St., Los 


$1542 
Angeles 23, Calif., 


conditioner 


Corp., 
nakes a ton alr which can 
be installed as a window unit or against 


an outside wall. It is easily set in place 


and flexible enough to be used in any 
office or multiple story building because 
of its almost silent operation. Also man 
size. All 


models come in one package completely 


ufactured in 3-ton capacity 


assembled, charged and wired to insure 
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highest 
stalled. 


and operate on a standard outlet. Can bi 


operating efficiency when in 


They are thermostat controlled 


: comfort 
with a heat pump. Available in several 


utilized to provide year ‘round 


woodgrain finishes or in 
For More Information Circle No. 


handsome stee] 
gray. 


118. 


FLOOR WASHING MACHINE 
Clarke Sanding Machine Co., Dept. PB, 
30. East Ave., Muskegon, Mich., 
makes the ClarkeAmatie which is 


Clay 


said 


to reduce costs by cleaning 10 to 20 
than ordinary mopping. 


Electrically powered (also available in 


times faster 


propane and gasoline powered models 


131 











unit is operated entirely by push-buttons eg an ame hay a bonderized 
and levers. It automatically meters so ak enamel f green tint, tan, 
lution to its twin brushes, scrubs, rinses, oray, owl! oY + choice 
picks up dirt and solution and dries, all of tw astic-supported vin uphol 
in one operation. Has headlight for ! colo an n also pro 
lighting dark areas. Unit is availabk 
in two sizes, i 26” and 30” brush 
spreads. Both machines have two for 
ward speeds, 133 and 183 lineal feet pe: 
inute. The unit’s concealed cable ree 
vives clear vision ahead for the operator. 
Controlled brush pressure ranges fron 
0 to 200 lbs. and machine has eas' 
maneuverability. The extra large capa: 

water and va 

gais. respectively 

ng, pro 


per hour. 


large mode] 


has l hy 








ted unit, iit | nates { } 


( ( 8. 8 iS and 
terference and unit | tal For More Information 
Provides 63” ater lift Circle No. 116. 
orifice. Largé 


BG,A00 aq. St. per hour, walk DESK 


scrubs up to 24,420 sq. 

- | 
per hour. For More Information Circle M 
No. 127. 


SIDE CHAIR 


Hamilton Mfg. Corp., Columbus, hh 
the Coseo Model 23-L Gene 
with padded back and 

legs and frame of square tubing. 


t suitable for reception rooms, conft 
ence rooms and private offices, as 
as institutional use. Backrest is 
ided and contour-curved. Sea 
fort-cushioned al 
s have rubber-cushioned stee 
i a alse 
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The B D C mimeograph produces the kind of copies often referred to as 
printing press quality. Each character is clean and sharp. There are no 
ragged, feathery outlines that typify ordinary mimeograph work. The 
secret is the unique B D C design that has revolutionized mimeograph 
standards. Similar to a printing press, the B D C uses the same kind of ink 
printers use—a heavy paste that cannot flow or spread or feather. Because 
this quality result is inherent in the machine and ink, any office workey gets 


printing press quality routinely—yet always stays clean because the B D C 
can’t leak. Write for complete information. Bohn Duplicator Corporation, 
444 Fourth Avenue, New York 16, New York. 


REX-ROTARY 


Information Circle No. 305 
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skirt 


desk is 


removable 
available in 


plete with and 
basket, the 
heights: for 


tive 


waste 
two 
and as an 


typing, execu 


desk or for professional ottices, re 
other 


Panelyte. 


offices. 

Pedestal 
right or left. For 
More Information Circle No. 106 


ceptionists, salesmen and 


Top is of polyvinyl 


is interchangeable, 


FLOOR CLEANING MACHINE 
C, Lawlor Co., 124 N. Aberdeen 
Chicago 7, Dll, n Lawlor 
atie Floor 
flood 
water at the 


akes the 
Machine 
picks up the 


Cleaning which 


serubs, 


and 
rate of 


rinses 
dirty 2.000 to over 


15,000 sq. ft. per hour, 


depending on 


speed the operator sets the machine. 


an do the work of 


to operate and no ex 
Controls are all 


‘asv reach on the 


necessa ry ° 
front panel. 


} 


Serub housing is low so it can operate 


under desks, tables or in congested areas. 


Mechan sm is brakes, 
Tanks are 


simple with no 


ratchets nor complicated parts. 


ined with a new compound making them 


impervious to detergents, acids, alcohol 


and other destructive ingredients found 
The fresh water tank is of 
tank 17 
An auxiliary hand squeegee vacuums up 


in some soaps. 


13-gal. capacity, vacuum 


gals. 


water from corners and along edges, 


eliminating a man following up with a 


mop. Priced at $1295; with power drive, 


For More Information Circle No. 


$1583. 


148. 


ONIONSKIN APPLICATIONS 
Neenah Paper Co., Neenah, Wis., of 
booklet printed on onionskin pa 
pers entitled, ‘‘ Three 
of Neenah Th 


recommends a 


fers a 
Keys to Selection 
and Use i Papers,’’ which 


high 


example, it 


wider use of grade 
onionskins. For suggests 
onionskins made with 75% to 


using 
L00G 


records 


cotton fibers for legal and business 
that 


condition for many vears. It 


must be kept in perfect 


suggest Ss 


using high grade onionskins for 


execu 


tive airmail stationery, multi-page doc 


uments earbon copies that 


require 


Fl 
hy: -* thes Keyes 
t% achection 
and Abe of : 
Wetman ‘hen papers 


Colored onionskins made with 


eotton fibers are used for carbon 


that 
departments 


copies must be routed fo various 


With 


shec 1 


within a company. 
the exception of the each 
of the booklet is of a different 


onionskin 


eover, 
grade ot 
with a description of its rag 


color, weight and 
The last half of the 
tains samples for testing writing quali 
Although 
the booklet has 22 pages including cover, 
that 
having a diversity of uses, onionskins still 
For a free copy of this 


handy reference booklet, Circle No. 109. 


eontent, recommended 


uses, booklet econ 


ties, strength, opaqueness, ete. 


its thinness demonstrates besides 


save space, 


DUPLICATING STENCIL 
A. B. Diek Co., 5700 W. Touhy Ave., 
Chieago 31, Ill., makes dark green mimeo 
Tut 
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, ...with Pitney-Bowes’ Tickometer 


The Tickometer offers unlimited applications 
for marking, coding, imprinting paper forms, 
tickets, cards, coupons, checks, etc. And it counts so 
accurately that banks use it to count currency! 
Thousands of companies also reduce their 
inventories of pre-printed labels, cut printing costs, 
avoid waste—with the Pitney-Bowes Tickometer. 
On product labels, the Tickometer can imprint 
codes, sizes, dates, flavors, weights, specifications, 
as needed for current production. It prints up to 
1,000 pieces a minute, feeds and stacks automatically. 
Its printing area is 2°/,,.” x 7/,”. It handles sizes 
as small as 1” x 2’, as large as 8'/,” x 5’. 


...with PB’s New Package Imprinter 


This new imprinting machine is a big money 
saver and a real money maker in any office where 
advertising literature, dealer material, catalog 
sheets, etc. have to be imprinted. It does 
imprinting at speeds up to 7,500 pieces an hour. 

And in the plant, too, it offers big savings. 
You can imprint folding cartons, bags, envelopes 
and other containers only as needed currently, 
eliminate costly inventories and prevent waste 
of pre-printed material. Printing area is 4” by 18’ 
Uses rubber mats or metal type from 6 point up. 
Liquid ink needs no mixing, dries instantly. 

Automatically imprints 
Adjustable without tools, and can be easily at speeds up to 7,500 items an hour. 
operated by anybody in plant or office. 
ase eter eel eee eee eee 


For a demonstration of either Tickometer or Package Pitney-Bowes, Inc 
Imprinter, call any Pitney-Bowes office. Or send coupon @ 3441 Walnut Street 


for free illustrated booklets and helpful case studies. Stamford, Conn. 


C Sena sree Tickometer booklet & case studies 


e 
Pitney-B owes I O Send free Package Imprinter folder & case studies 


Name 





Made by the originators of the postage meter i 
... Offices in 94 cities in U. S. and Canada Address 





For More Information Circle No. 214 
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and 


More Information Circle No. 125. 


CELLOPHANE TAPE 


Mining & 


PAPER DRILL 


100% FILING 


EFFICIENCY WITH 


DIV-I-DEX 


; 9 
GAIN FILE SPACE 
AND SAVE FLOOR SPACE 
Add One More Drawer®To Every Four 


e D v DE ' otion eliminates 
3 tollow blocks 

r NTO Six 

jers can 

remain 

space 

r stationers or 


ORs) > aaee) ie 1 Main St., Brooklyn 1, N. Y. 


For More Information Circle No. 207 
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The N OLAh Qoone 


in the modern office 





And the something new that has 
been added is the ALL NEW 

ELECTRIC COLLAMATIC - 
today as much a part of the office 

scene as the electric typewriter - 
electric adding machine - postage 


meter - mail opener 


eS SLi“ MATIC 
a 


j] a1 motels available 


COLLAMATIC FIRST with an electrically 
powered office collator is today - 
FOREMOST with the widest variety of 
models available - able to deliver 
immediately an electrically powered 
collator to meet almost every 
conceivable office collating requirement. 
MODELS AVAILABLE ARE 
Standard Series 8, 12, 16 or 24 bins, either 
ypacesaver or Console M 


Adjustable Stroke Series 2, 16 or 24 bins 
(to accomodate varying f 


Spacesaver or Console M 


either 


Printer Series 8 or 12 bins | 
adjustable stroke), either Spx 


Console Models. 


aT | MANUFACTURERS OF THE WORLD’S LARGEST LINE 
Bek. OF ELECTRICALLY POWERED OFFICE COLLATORS 
wt 


—— COLLAMATIC CORPORATION 102-7 STATE HIGHWAY 23 
WAYNE, NEW JER MOUNTAINVIEW 8-2900 


© 1956, Collamatic Corporation 


For More Information Circle No. 187 se 
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Safeguard Your 
usiness Secrets 


Now you quickly and easily destroy 
confidential papers and obsolete 
records right in your own office. 


NEW SHREDMASTER 


Bantam V0 


Portable shredding machine designed 
especially for office use, the size 
and weight of a business typewriter! 


OM SO De. 

. 

¢ 

£ 
a 


* 


ENTIAL & 
WERE. , 


¢ 
YOUR 
PAPE 


. 
Ssace 
1 


D 
ie 
iG a 


The only office paper 
shredding machine that 
destroys confidential pa- 
pers quietly and cleanly. 
Greater capacity, speed 
and safety than ever be- # UNREADABLE sHREOS @ 
fore! Compact, modern %, COME OUT HERE. Pa 
design. Exclusive slanted 
gravity feed speeds shred- , 
ding of paper in multiple 
thicknesses, tickets, cards, 
coupons and labels. Any- 
one can operate the 
Bantam 10. Safety throat 
assures protection. Priced 
well within the budget of 
all businesses, large or 
small. 














& * 
"een? 





Illustrated de- 
scriptive folder 
includes 10 day 
free trial details. 
Write “BANTAM 
10” on your let- 
terhead or post- 


Ask for Brochure B card, and mail to- 


FREE: | 





day to: 








. Sie SAREDMASTER ‘@.../. 


9 East 40th Street, New York 16, N. Y. 
Manufacturers of the most complete line of 
Office and Industrial Shredding Machines! 
A Division of Self Winding Clock Co., Inc 


For More Information Circle No. 198 


packaging will replace the round metal 
containers used since the introduction of 
1933. Pre-tested 
Pacific 


markets, the package is 


commercial roll tape in 
months in the coast 


Southwest 


for several 
and 
used and colored 


only for transparent 


cellophane 2592” rolls in all widths. 
Equipped with an easy-opening tab pull, 
inner 


The 


square box design simplifies storage prob 


foil over-wrap and _ cellophane 


wrap keep tape fresh while stored. 
lems. The commercial cellophane tape 
price reduction of roughly 10% announced 
rolls, <A 
available 
to stationers for display of the new pack 
For More Information Circle No. 


recently, applies to the 2592” 
point-of-sale counter piece is 
age. 
115. 
MAILROOM EQUIPMENT 
Federal 
have published a 
ment for the 


and small materials 


Carlisle, Pa., 


catalog of 


Equipment Co., 
new equ')) 


efficient handling of mail 


Illustrated and with 








full 
and 


specifications are mail sorting racks 
tables, bag racks, key files, 
eash drawers, bulletin boards, 
grills, letter drops and mail lock boxes. 
Included is information about Federal’s 
and layout 
used by 


mail 


stools, 


mailroom engineering ser\ 


ices which are post offices, 


schools, and other public institutions as 
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Three Enterprising Companies Show How You Can... 
Eliminate a Big Expense in 
Mayor Business Operations... 





: Tide tienaien 
bee OS 


a “ 
The DeAll Company, world’s largest manufacturer of band 
machines, uses the Copyflex one-writing method to speed 
and simplify order-invoice paperwork, cut shipping time to 
customers by 50%. Installed in 35 branch outlets, Copyflex 
eliminates manual copying, saves $100,000 annually in 
clerical work 


Desk top Model 100 Copyflex copies originals 
11 inches wide by ony length. Makes up to 
300 copies of different letter-size originals per 
hour. Only $498.50. Other models available to 
copy originals up to 46 inches wide 


‘Ads a With Revolutionary Copyflex 


| Purchasing-Receiving 


A. 0. Smith Corporation, one of America’s largest manutac One- Writing Method ! 


turers of steel fabricated products, uses Copyflex in its 

Milwaukee plant to produce receiving reports directly from 

aang ligne) 'dontpeaian ation re sym a Everywhere, alert firms like those described here are simplifying and 

sedis inden sb speeding everyday business operations with the revolutionary one- 
writing method made possible by modern Copyflex copying machines. 
You surely can, too! 

Witb, Copyfiex, you write basic information only once—the entire 
series of varied copies needed to complete any systematized business 
operation are mechanically reproduced from the original. You elimi- 
nate the big cost and delay for retyping or rewriting constant informa- 
tion from one form to another. This frees personnel for other important 

n 3 work, gives you tighter control of operations, saves thousands of dollars. 

Copyflex machines are clean, odorless, economical letter-size 


1 emermnapearers be 
Ml Accounting copies cost less than a penny each for materials. Copyfiex will fit 


The Best Feeds, inc., famed for its “family of quality products readily into your present systems. Mail coupon today — it can mean 
uses Copyflex to speed and simplify accounting paperwork : P . 

Sow cuidlen ora paeted on originale of eumatative Peperts important savings of time and money for you! 

and copies are mechanically reproduced by Copyflex without 

the expense, | { time, or inaccuracies of manual copying 


fH eee wee mee meee eee ewe eee ee eee ee ee eee eee 





Charles Bruning Company, Inc., Dept. 72-G 


1! 
i ' 
Specialists in 4700 Montrose Ave., Chicago 41, Illinois ; 
‘opying § 97 : 
Rage Soe 25 Please send me information on the Copyflex process and machines. 
an ' 
Copies anything typed, fj Name Title - 
written, printed or drawn r 
on ordinary translucent Company 1 
paper — in seconds. ' 
i 
' 
' 
! 
a 





Address 


CHARLES BRUNING COMPANY, INC, 4700 MONTROSE AVE., CHICAGO 41, ILLINOIS City County Stote 
In Canada: Charles Bruning Company (Canada) Ltd., 


105 Church St., Toronto 1, Ont Lenanencennweecwscnncesescacsecanceeoaaeoae 


For More Information Circle No. 161 
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ORGAN! 
BUSINESS 
MERICAN 
. Billing ond eneue ~ 
vio Expres INVOICE 0! 


TIONS 

lity 

Merchandise of Gee 

Shippers , - Parcel Post Ro 
we 


u 





Baltimore Business Forms combine. all 


billing and shipping forms into one! 


in perfect registration and all copies 
can be written at one time. You owe 
it to yourself to investigate these 
quick, easy ways to organize and cut 
costs of your billing and shipping. 


Regardless of how you billorship... 
whether by rail and truck exclusively, 
or by parcel post or express, or any 
combination of these . . . Baltimore 
Business Forms will combine all forms 
into one. Invoice, labels, packing slips, 
accounting copies and bills of lading, 
all to be typed at once. 


If you have a combination of rail, 
truck and parcel post, all of the above 
forms should be used except the bills 
of lading . . . which you don’t have to 
use for parce! post. When bills of lad- 
ing are needed they can be combined 


Send for free samples or recommen- 
dations! At Baltimore Business Forms 
every representative is an experienced 
“system planner,” capable of solving 
any business form problem. Write 
today for samples or an unbiased 
recommendation. THE BALTIMORE 
BusINEss Forms Co., Dept. A, 3144 
Frederick Ave., Baltimore 29, Md. 


The Baltimore Business Forms Company 





(THE BALTIMORE SALESBOOK COMPANY) 


Saving time and reducing costs in business and industry 


For More Information Circle No. 218 


THe Orrice—July, 1956 





well as by private business firms and 
architects. This company has specialized 
in the manufacture of handling 
equipment for a half-century. For a free 


copy of their catalog, Circle No. 145. 


mail 


TAB CARD RECONDITIONER 


Cummins-Chicago Corp., 4740 N. Ravens 
wood Ave., Chicago 40, Ill, offers a 
folder describing Carditioner which auto- 
matically makes crumpled, creased or 
warped punch cards like new. It explains 
how the machine, takes damaged tabu 
lating cards, checks, reply cards, ete., re- 
jects those with foreign matter attached 
(pins, staples, Scotch tape), and reworks 
those not so rejected 
The 


of otherwise unusable cards at the 


to their original 


dimensions. machine reclaims over 
83% 
rute of 275 per minute and stacks them 
ready for use. The folder describes the 
simple operation of the Carditioner, and 
its savings of time, money and work. For 


a free copy, Circle No. 134. 


MULTIPLE OUTLETS 
Wiremold Hartford 10, 
offers a booklet, ‘‘The 
Way to Provide Convenience 
Unlimited,’’ illustrates 


Conn., 
Moder n 
Outlets 


Corp., 
12-page 


which and de 


AY 
ea 


five sizes of Plugmold 
ways, with capacities of up to ten con 
ductors, for 


lets wherever 


seribes the race- 


electrical out 
Drawings 


supplying 


needed. show 


TONE Gat (AY 4 


ACOUSTICAL CABINETS 


FOR ALL NOISY 
OFFICE MACHINES 





‘Absenteeism 


AT ITS SOURCE! 


- . - caused by NOISE 





Many office machine operators say that they can tolerate noise just so 
long before having to take ‘time off.’ Their claim, “if they didn’t take 
time off they would go nuts.” 


Irritating noise can become a pleasant soft sound—by using SOF’TONE 
Acoustinets. They provide comfortable working conditions for everyone. 


_— Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and measurements 


© 1956 





307 AMERICAN STANDARD BUILDING 
BUFFALO 7, NEW YORK 
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The only 
concern in the United 
States specializing in the 
manufacture of rag fiber 
Onion Skin and Mani- 
fold papers. 


Fidelity Onion Skin 
Glearcopy Onion Skin 
Superior Manifold 











Their 


use greatly re- 
duces Typing, Mailing 
and Filing expenses in 
connection with 


THIN LETTERHEADS 
COPIES 
RECORDS 
FORMS 
ADVERTISING 





SEND FOR SAMPLES 


ESLEECK 


Manufacturing Company 
Turners Falls, Mass. 

















142 


For More Information Circle No. 197 


outlet offices, 
light 
handled For a free 


of this booklet, Circle No. 112. 


how any requirement in 


heavy and industry, and stores 


can be best copy 


COLLATING BINS 


Collamatie Corp., 102-7 State Highway 
Wayne, N. J.. that thev 


il now offer separately either of their 


announces 


LWwo star king bin units, con panion pieces 


previously available onlv with the pur 


ol either a table or console model 
Kleetz 


itself has 


chasi 


Collamatie e Collator. The stack 


ing bin by proven of value 


in many instances as a time-saving ac 


cessory for hand collating and for use 


mechanical, rotary or 
The Col 


had in a 


with 
rack type collating equipment, 
lamatic stacking bin may be 
desk top size or floor stand model. The 
either 


hand stapler to facilitate 


floor model easily commodates 
an electric Or a 
the eco 


without waste me 


mplete collating-stapling-stacking 


cyele ition or lost time. 
Both bins will accept all commonly used 
zes and hold up to five reams of 
The 
gauge metal 
and finished in baked gray enan el. Their 
them to suit 


page Siz 


lated into sets, bins are 


built ot heavy 


paper ct 
ruggedly 
portability enables placing 
Bins are sup 


operator’s convenience, 


eon plete; no installation neces 


Fore More Information Circle No. 


plied 
sary. 


114, 
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HOW TO AVOID EXPENSIVE MISTAKES 
WHEN BUYING A COPYING MACHINE 


Will that machine you buy be able to do a// your office copying? Or will you lose time 
and money every time you run up against a job your machine just can’t handle? Use 
this 9-point test to find the machine that will meet your every office copying need 


with a minimum of effort 


. Test for quality and speed under 
direct lighting. 


1. Test for colored papers. 


2. Test for two-sided material. 
8. Test for number of copies without 
developer change. (Copease 
i. Test for colored inks, pencil, makes 200-300 excellent copies.) 
crayons, pens, including ball 
Z points, even non-carbon base. 


3. Test for opaque material. 


9. Test for minimum dial 
adjustments. (Copease does 95% 
of your work without touching 

Test for paper sizes. the dial.) 


5. Test for spirit duplications. 


f" 6. 


> 


Only the Copease® photocopier scores 100% on this practical test. Avoid expensive 
mistakes when buying a copying machine! Prove to yourself that Copease copies every- 
thing with a FREE three-day trial in your own office. 


+> Co . a the “ 


Offices: New York, 270 Park Avenue, PLaza 3-6692 * Los Angeles, 3563 Wilshire Boulevard, 
DUnkirk 5-2881 * Chicago, 226 N. LaSalle St., ANdover 3-6949 ¢ Dealers in Principal Cities 


: COPEASE CORPORATION 


270 PARK AVENUE, NEW YORK 17, N. Y. 


For More Information Circle No. 212 

















4 WAUSAU... 
“America’s favorite IMPRESSION PAPERS 


carry sales messages of all industries 


WAUSAU IMPRESSION PAPERS — one of industry's 
standard marketing tools used to carry sales messages 
to prospects — are specifically made for each of the 
three major duplicating processes: offset, stencil, 
spirit and gelatin duplicating. WAUSAU IMPRESSION 
PAPERS are opaque, full-bodied, fast-drying and 

Our 57th year lint-free. These virtues save time and trouble in long 
runs and in short runs, too. 


The complete line of Wausau Impression 
Papers is available nationally through 
authorized distributors and_ stationers. 


ie ei - a 
Stencil i | c> Spirit or 
i -, Duplicating Fo et J Gelatin 

Process 





® 





Artisans of 
Fine Papers 











WAUSAU PAPER MILLS CO. 


General Sales Offices 
111 West Washington Street, Chicago 2, Illinois 


Mills at BROKAW, WISCONSIN Member — Wisconsin Paper Group 
For More Information Circle No. 176 
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4/VU FARN AVECINUC, INEVVY TURR [7, N. 7. 
For More Information Circle No. 212 








PERSONAL FILE | 


Jayem Sales Corp., 31 Coffey St., | 


Brooklyn 31, N. Y., announces the M- | Customers 
16 Personal File, a legal size, indexed | tell us 


accordion file in a sturdy welded steel 
case with a front that drops forward our 
on piano hinges to provide complete ac- 

cessibility to its alphabetized compart- Pull 
ments. With the file front up and the 


steel lid down, the entire compact unit Fasteners 
ate fun 


as Well as 
useful © = 


Schlegel Pull Fasteners are lengths 
of tough ribbon tape, looped and held 
with a sturdy washer and two knots. 

They're ingenious things used since 
1925 by lawyers, banks, architects, 
railroads, offices of all kinds to keep 
| correspondence, records, and draw- 














ings together. 
Easy to use—They slip tight, hold fast, 
loosen in a jiffy—but only when you 
want them to. 

They keep papers together without 
tearing or crimping edges, in fact— 











may be secured by a snap lock and they keep all kinds of things tog :ther. 
carried by a convenient handle. The in- But, Schlegel Pull Fasteners will 
side of the lid has a spacious compart- not fire spitballs, cannot sting youth- 
ment with its own hinged cover and ful secretaries, have no known office 
lock. The M-16 Personal File is one sporting value. 

of Jayem’s 15 different sizes and models They come in 14 sizes, cost almost 
of legal size personal files designed nothing, last so long it’s hard to 
for small offices and other limited areas. measure their life. Mail your orders. 
For free catalog and prices, Circle No. 

107. How Schlegel Pull Fasteners Work 


MANUFACTURERS OF DURALUMINUM 


want HOLDERS .ninatttrs 





rf 

j 

j / 

Ws Li? 


£ 





SNAPOUT 













































{ 7,N.Y. 
iS Chlegel oscie'sn, can 


COMPANY 


MFG. CO., INC. 


P. O. BOX 243 


For More Information Circle No. 202 For More Information Circle No. 203 
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MANUFACTYU 





Industrial Textiles Since 1885 
“Complete engineering service against weather” 























You Get Things Done With 
Boardmaster Visual Control 


Gives Graphic Picture of Your Operations 
—Spotlighted by Color 

Facts at a glance — Saves Time, Saves 
Money, Prevents Errors 

Simple to operate — Type or Write on 
Cards, Snap in Grooves 
Ideal for Production, 
Scheduling, Sales, Etc. 
Made of Metal. Compact and Attractive. 
Over 60,000 in Use. 


Complete price *49°° including cards 


FREE 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd Street © New York 36, N. Y. 


For More Information Circle No. 194 


COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned fegs rest on 
the floor and prevent rolling 
Made in 13 heights — 4 
wicths Send for Circular 
56-0 and prices. 

1. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave 
Chicago 40, III. 


Traffic, 


Inventory, 


24-PAGE BOOKLET NO. F-400 
Without Obligation 





re Information Circle No. 195 


CLOGGED PIPE CLEANER 
Cleaning Equipment Co., 
N. Central Ave., Chi 
ago 30, .. makes the Plumber’s All 
Purpose F! ing Gun or clearing ob 


structions urinals and 


. ’ 0} ts easy tr 
and i aid to cle: all 


pipes ul 


bends 
pipe 


rags, 


natter how many 


used on anv waste 
to lear paper, 


sand other debris. Obstrue 


greas 
tions float away when struck by the gun’s 
hammer blow. Offered on a 30-day free 
trial to prove its value. For More In- 


formation Circle No. 120. 


RINGBOOKS 
Recordplate Co., 16 East Holly St., 
Pasadena 1, Ca have published a 24 
10th j 


illustrates and 


which 


atalog 


their 


page (\nniversary ‘ 
line of 


desc I bes 


ks in a wide range of 


multiple ringbe 
sizes, Also 


for ms, 


illustrated are the printed 


and ndexes’ for almost 


sl eets 


every type of record. Visible record books 


] 
| 


and forms are included. Full specifications 
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OFFSET DUPLICATING PROGRESS REPORT 


versatility with speed 


... means more copies... more kinds of copies . . . in less time! 


Offset duplicating has always offered 
copy versatility but it took time to 
adjust the duplicator for different kinds 
of work. Now the picture has changed 
—and the A. B. Dick offset duplicator 
Model 350 combines practical ver- 
satility and speed. 

Selfsadjusting cylinders require no 
change of pressure for differences in 
impression paper weight or master 
thickness. The feed table is quickly set 
for 3 x 5 cards or 11 x 17 paper. And 
copies can be produced at speeds up to 
9000 an hour. 


For more information simply mail 
the coupon below. Or, for a complete 
demonstration, visit your A. B. Dick 
Company distributor. You will find his 
name listed under Duplicating Ma- 
chines in the classified section of your 
phone book. Let him show ycu how 
easily and economically you can now 
produce letterheads, catalog pages, sys- 
tems forms, advertising literature, bul- 
letins and other material — produce 
photographic illustrations and /or line- 
work in black or colors in your own 
office. 


m= A:B-DICK 


FIRST NAME IN DUPLICATING 


A. B. DICK COMPANY 
5700 Touhy Avenue, Chicago 31, Illinois 


Without obligation please send me more in- 
formation about the new A. B. Dick offset 
duplicator, Model 350. 


Name ______ Position 


Organization 


Address 


City 


For More Information Circle No. 351 
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and prices of each item make this a ment, and measuring aids in professional, 

useful reference book on ringbook bind technical and school grades. This new 

ers and forms. For a free copy of the Alvin 1956 General Catalog, filled with 

catalog, Circle No. 117. illustrations, describes equipment for en- 

gineers, draftsmen, contractors, archi- 

DRAFTING SUPPLIES tects, designers, surveyors, graphic art- 

Alvin & Co., Windsor, Conn. have is- ‘StS, engravers, navigators, craftsmen, in 

structors and students. Attractive trade 

discounts. For a copy of the catalog, Cir- 
cle No, 131. 

OFFSET PLATE 
Remington Rand Div., Sperry Rand 


Corp., 315 Fourth Ave., New York 10, 
N. Y., announces a pre-sensitized alum- 


sued an 84-page catalog of Alvin draw- 


inum offset plate which is as easy to 
process as pre-sensitized Plastiplates. 
With this aluminum plate, the image is 
seen immediately after exposure. Longer 
runs, sharp halftone definition and true 
scratch resistance under all sorts of 
handling are possible. Only one solution 
is required to desensitize. Plate has a 
long shelf life and is excellent for re 
runs. It comes in sizes up to and in- 
cluding ATF Chief and Harris 17 x 22. 


_ 


ng instruments, designing 
materials, drawing equip For More Information Circle No. 105. 


Save time... avoid costly errors... 


addressing multiple shipments 
as by-product of office procedure 


With STEN-C-LABLS, you actually elimi- 
nate several steps in the usual multiple ad- 
dressing process. The STEN-C-LABL is ad- 
dressed at the same time as your invoice, or- 
der or bill of lading, whatever your procedure 
or equipment. Addressing errors, mis-ship- 
ments are avoided. 


Shipping department makes unlimited im- 
pressions direct to PANL-LABL on carton 
with STEN-C-LABL applicator. You save the 
STEN-C-LABLS can be prepared on any type cost of buying gummed labels and the time 
of office equipment, such as IBM tabulating to address and fasten to carton 
equipment, Card-o-type, Teletype, as well as 
manual or electric typewriters. Thousands of dollars are being saved by pre- 
sent users by eliminating office addressing of 
shipping labels and cutting costs on handling 
Learn how STEN-C-LABLS can help of multiple shipments. 


solve your multiple shipping problem. DEPT. 0-7 


Write TODAY for FREE brochure STEN ¥ C P LABL, INC. 


howii il ion. 
Renee epmaine 2285 UNIVERSITY AVE. © ST. PAUL 14, MINNESOTA 





For More Information Circle No. 204 
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seconds 











| pRoouc HC OF 


[RESEARCH | 


All you do is plug it in. The new A//-Electric 
THERMO-FAX Copying Machine e/iminates all 
fumes, chemicals, negatives and special installa- 
tions from office copying. Exclusive electric proc- 
ess copies your typed, written, drawn or printed 
originals in 4 seconds for as little as 4%¢ per 
copy! Send coupon for money-saving details now. 


Thermo-Fax 


Duplicating Products 


The term THERMO-FAX is a registered trademark of Minnesota Min- 
ing & Mfg. Co., St. Paul 6, Minn. General Export: 99 Park Avenue, 
New York 16, N.Y. In Canada: P. O. Box 757, London, Ontario. 


Minnesota Mining & Mfg. Co. 
Dept. ES-76, St. Paul 6, Minn. 


Send complete details on the THERMO-FAX Copying 
Machine and how it can save time and money for my office. 


Name 





Company 
Address 











For More Information Circle No. 303 
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This machine is only six years old. But 
compared with others now in general use, 


it’s already obsolete. 


Luckily, management at this plant dis- 
covered the machine’s true age. Before the 
situation could become desperate. How? 
With Keysort punched-card accounting. 


On time reports proved that costs on the 
machine were running at an abnormally 
high level. And high cost meant high sell- 
ing price ... so high that competition was 
threatening to pull ahead. But as a result 


of information supplied by 
newe 


Keysort, a 
r, improved machine was purchased. 
And competition’s prices were met — with 
ample margin for profit. 


McBee Keysort can give you fast, 
accurate reports on every phase of factory 
operation. Whatever your size or set-up. 
At remarkably low cost. 


The trained McBee man near you has a 
presentation which will show you how it’s 
done. It will take him just one hour from 
start to finish. Phone him, or write us. 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio * Division of Royal McBee Corporation 


2 principal cities 


* In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 


For More Information Circle No. 178 








REFUSE CARTS 
Lexco Engineering & Mfg. 
161, Colmar, Pa.. 


lapsible Janitor 


Corp., 30x 


makes heavy duty col 


service Carts in regu 


lar and jumbo sizes to meet all require 


ments. Curts have heavy duty steel 


frames for long service. Easily set up 


or collapsed in seconds by hand without 
tools. Nothing to 


apart. 


break, work loose 


or eome with two ag 


quipped 


soft and two 244’ composition wheels, 


carts are light in weight, roll silently, 


easily. Aluminum laequer or dark green 


lacquer finish. Jumbo size cart is 30” 
long, ys a wide, $0)” high when open, 


Platform 
Kleven bushel 


and " long when collapsed. 

long by 21” wide. 
capacity strong canvas refuse bags come 
olive drab, 


in white or fire resistant 


are washable and _ replaceable. 


Bags 
can be closed with drawstring to prevent 
contents from spilling when bags are re 
moved, hooks are 


able on the 


Sturdy bag move 


frame to fit bag eyelets; 
no need to stretch bags over fixed pegs. 
Lexeo Janitor Service Carts are ideal 
for outdoor or 
floor. 


130. 


indoor use on any type 
For More Information Circle No. 
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SHARPER 
CLEARER 


COPIES 
FROM 


DIRECT PRINT 
COPY MACHINES 


with master sheets of 


I 


, Trai 1S. 
Par 


These master sheets are a special type of 


Patapar Vegetable Parchment scientifically 
for direct print copy machine 
Quality controlled texture and correct, uni- 
form translucency assure superfast trans 
mission of the ultra violet rays. There is no 
diffusion. The result is speedier operation, 
and infinitely clear, sharp copie 

PATAPAR TRANSLUCENT PARCHMENT has a 
perfect surface for printing with opaque or 
regular inks. It is excellent for typing, pen 
and pencil entries, artists sketches or 
drawings. 

SEND FOR SAMPLES — Write on your business 
letterhead for brochure of testing samples. 
Name of nearest distributor on request. 


PATERSON PARCHMENT PAPER COMPANY 
Bristol, Pennsylvania 
Sales Offices: New York, Chicago 
West Coast Plant: Sunnyvale, 


designed 


California 


Headquarters for Vegetable Parchment Since 1885 





For More Information Circle No. 196 








152 


Wherever people work 
standing... 


they re — + 
pce fatique 
; oe ino efficient 


when they are 
standing on 


HYGIENIC 


sot Comeforl 


MATS & RUNNERS 


© 8 MARBLEIZED COLORS 
@ BEVELED EDGES FOR SAFETY 


See your OFFICE SUPPLY DEALER or write: 
FLOORING DIV., Dept. £ for prices and litereture. 


: 


g 


i 
tH 














THE HYGIENIC DENTAL MFG. CO. 
AKRON 8, -OHIO, U.S.A 


For More Information Circle No. 200 








FRAUD PREVENTION 
Cummins-Chicago Corp., 4740 N. Ravens 
Ave., 10, TI1., 


lished a which describes 


wood Chicago have 


pub 
booklet how 
of all 
be prevented if 
papers are permanently 
According to the booklet, ‘‘Once 
is Enough,’’ 
of 
represent a 


losses from business 


two-thirds 


frauds can invoices and 


supporting can- 
celled. 
small 


overpayments of a 


fraction annual disbursements can 
of a 
eancella 


them. 


loss of several 
profit 5. 


perforation 


per cent 


company ’s Permanent 


tion by ean prevent 





ls ink, 


stamping or stapling, are subject to error 


Cancellation methox using pencil, 
and fraudulent change, but with a Cum 
mins Perforator, papers are permanently 
cancelled because ‘‘nobody ean erase a 
hole,’’ the The ma 


chine perforates the invoice and all sup 


manufacturer says. 


porting such 
bill of lading, 
spection report, 


papers as purchase order, 
ticket and 


all in one operation. Per 


receiving in 


forators can be used for dating, number 
ing and coding documents up to 20 at a 
rate of per 
hour with no skill required and without 
skipping or missing a paper, the booklet 


time at a many thousands 


| adds. For a free copy. Circle No. 122. 
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It's ADDO-X’s precision 
manufacture that reduces 
operational noise to a 
whisper. With new fast 
action,” fingers literally 
dance across the keys. ° 
The STEP-O-MATIC 
lever offers calculator 
performance at 
adding machine cost 
when multiplying. 
Write today for 
literature ft. 


ADDO MACHINE COMPANY, INC. 


"At 175 r.p.m ? Se 145 WEST 57TH STREET, NEW YORK 19, N. Y., CIRCLE 5-6940 


WEST COAST BRANCH 
WESTERN ADDO MACHINE CORP., 2921 BEVERLY BLVD 
LOS ANGELES, CALIFORNIA, TEL: DUNKIRK 5-2247 


+Also on our NEW 
two register machine. 


For More Information Circle No. 211 
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BALL PEN folios for filing torage. A quick pull 


wane’ Ge. 58 Warcen Gt. Peovi ' the bundle 
R.1.. makes the A. T. Cross Bal | hit bound so thi it cannot slip. 


< . rT To loosen, mpl null the other end, 
int Pen in chrome, retailing at So.7%. : 


lable with choice ¢ fine, ediur 
eavy point, this pen h: The ame tr 
graceful lines, superb writing qualities 


and featherweight balance as the famous 


ross pencil, This pen is also available 


d filled at $6.60, 14-kt. gold > 
75, and solid 14-kt. gold at Za 
0), ~w catalog of the con plete Cross \ S77 
line is now ready. For a free copy, Circle N L772; 
No. 136. a\— —>DMKRCA 
TAPE FASTENERS Pul ‘asteners are many times faster 
Mfg. Co., Rochester 7, N. Y., Silat ordinary pao and can be snapped 
Fasteners which consist ‘ ) a fast ¢ rubber bands. They do 
loth tape with tiny metal slide, not dr out o1 reak and are strong 
bundles of papers and po iough to withstand a 25 . pull. Avail 


@ Chronologically records actual on-and- 
off time by duration. 
@ Gives absolute time-study data per operation. 
@ Establishes true cost accounting. 
@ Permits supervision of parts replace- 
ment, repairs, maintenance. 
@ Gives total operating time of machine, 
feed or belt-line. 
@ Allows ability to anticipate equipment servicing. 


$55 = TIME RECORDER + TOTALIZER 


TR+T records on continuous 4-month tape. Uses no 
ink. No mainten . Thousands in use in large and 


small plants. Write for 


Now get complete, accurate, documented production Brochur “s-9" 


data on any machine, process, operation. Eliminates 


costly, inaccurate spotchecks, time studies. 


For More Information Circle No. 191 
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BRS 


HH ARHED IM JONES WHAT DID YOU SAY 
OUR PRICE WOULD BE ??? 


For clean, readable 
office copies 
be sure she uses 


carbon papers by 





The carbon copy is your record of promises 
and commitments. You can’t afford to use FREE CARBON PAPER FOR YOUR SECRETARY 
carbon paper which blurs, smudges, fades or Prove to yourself that Old Town carbon papers do produce finer 


oe copies. Simply have your secretary address her request to us on 
produces broken letters and figures. The su your company stationery stating the model of her typewriter 
perior ink coatings of quality carbon papers, (electric, standard manual or noiseless) and the number of copies 
. + she usually requires. We will send her, free of charge or obliga- 
like Old Town Dawn, are fade-proof and each tion, a sample supply of Old Town Dawn carbon paper along 


sheet is aged to allow the coating to set prop- with an interesting, informative folder describing the various 
1 . > weights and finishes of carbon paper and how to select the 
erly. The result: clear, sharp copies with proper carbon for her particular work. Write: Old Town Cor- 
permanent legibility. poration, 345 Madison Avenue, New York 17, N. Y., Dept. ()-7 


Old Town carbon papers save time and 











money, too. They are non-curl . . . easier, 

cleaner to handle. They can be re-used dozens 

of times without “‘bellying’”’ or losing copy 

strength. Four weights and five finishes of World’s foremost maker of carbons, ribbons, 
Old Town carbon paper . . . for every type of duplicators and duplicating supplies 


office work, every make of typewriter. CARBON PAPERS 
For More Information Circle No. 350 
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Reduce Cost | able in standard sizes ranging from 
. . . 


inches to 54 inches long. Standard color 

Prevent Damage is light red but, if ordered in sufficient 
quantities, tapes may be dyed any color 

for color-coding. In this way Schlegel 
tapes can also serve as signals for quick 
identification of contents. Packed 100 
to a bundle, the tapes are economical, 
ad may be used over and over again. 
The woven selvage edges will not fray. 
For actual sample, literature and prices, 


Circle No. 128. 


MARKING DEVICES 
Foree Western, Inc., 216 W. Jackson 
sivd., Chicago 6, Ill., offers their 1956 
‘*Modern Markers’’ catalog showing 
many new and interesting marking and 
display products. The catalog is designed 


to give concrete suggestions and practi- 





with S§ VV. 72 OV 
“Vibrating” 


ENVELOPE 
JOGGERS 


Automatically align contents of 
envelopes for fast, clean opening 
by manual or machine methods. 
Jogger loosens and shakes down 
envelope contents in a few seconds 
—speeds office procedure. 


FORCE WESTERN, Inc 


eal solutions to evervday problems of 
marking any type of product, surfaee, 
stationery or shipping container by hand 


Write Today for FREE Catalog or automatically. Ineluded are illustra- 
SYNTRON COMPANY tons of the entire line of Force Hand 
715 Lexington Ave. Homer City, Pa Numbering Machines. For a free copy of 

teins the catalog, Circle No. 140. 
For More Information Circle No. 192 


156 Tue Orrice—July, 1956 





HANGING SHEET PROTECTORS 

Realty Supply, 5901 Southwest Ave., 
St. Louis 9, Mo., announces heavy, clear 
acetate covers for hanging photos and 
other display materials. Non-warping 
and rigid, these photo and_ sheet pro 
tectors withstand continual handling. 
\vailable in three sizes, they can be 
used on walls and display boards and 
in various types of ring binders. Of 
10-point thickness, instead of 3 or 5 
point. Supporting insert is 4-ply black 


display board instead of paper. Cover 


“I do laborless filing, in 
half the time-with 
CORRES -FILE 


..+1 love it!” 








CORRES-FILE increases efficiency — saves 
time (50%) and money—improves employee 
morale, by taking the file clerk out of the 
laboring class! 


Squet TIME, LABOR and 
up to 40% in SPACE! 


Effective Tools for Effective Management 
WASSELL ORGANIZATION, INC. Westport, Conn. 


For More Information Circle No. 193 
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ATTRACTIVE, 
CONVENIENT, 


...hat's the CONSOLETT 


Stolper has combined comfort, pri 
vacy and smooth lines of a desk 
with the mobility and space-saving 
advantage of a type stand. Casters 
engage and retract at the touch of 
a toe. All-steel welded construction 
choice of three harmonizing 
colors — silver gray, surf green or 
bronze tan 
Write for prices and literature. 


Also 
available in 
cabinet form. 


SOME DEALERSHIPS OPEN 


STOLPER STEEL PRODUCTS CORP. 


318 Pilgrim Road 


Menomonee Falls, Wisconsin 


More Information Circle No. 


bead folded and flap is fused 

Extra half-inch margin (for ex 

9” x 11” instead of 81%” x 11” 
prevents mutilation of inserted photos 
and sheets when used in binders. Gen 
eral Binding Corporation’s multiple slot 
pattern or three standard spaced; brass 


eveletted ring holes are optional. Avail 


able for wall board d splays are mateh 
ing aluminum mounting plates with 
eurved extending prongs which engage 
the GBC slots so that covers lav flat 


and can be instantly lifted on and. off. 


For More Information Circle No. 108. 


BURGLAR CHEST 
Lafayette, Ind., 
makes a low priced bolt type Burglar 


Schwab Safe U0.. 


Chest with Mercantile E and Under 
writer’s relocking device label which al 
lows user an additional 10% reduction 


n burglary insurance premiums. Clear 


—w 


inside dimensions of this chest are 7 
wide, 7” high, 714” deep with a 6”-diame- 
ter door opening. The unit has four lock 
ing bolts and weighs 125 Ibs. Priced for 
quick sales at a time when most pros 
pects can the need to protect eash, 
as well as personnel from injury in hold- 
ups. For More Information Circle No. 


101, 
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she saves 
half the time... 





boss saves 
all the cost... 


Waltonal s adding machine... 


i whe ‘ 
, ’ » | 
WF Ahh Se 


d 


ee eee. 


Pyaiiit 


{ 


live Keyboard* with keytouch adjustable to each operator! 





Saves up to 50% hand motion—and effort! Never before 
have so many time-and-effort-saving features been placed 
on one adding machine. 


Every key operates the motor—so you can now forget the 
motor bar. No more of those back-and-forth hand motions! 


Keys are instantly adjustable to each operator's touch! No 
wonder operators are so enthusiastic about it. They do 
their work faster with up to 50% /ess effort! 


“Live” Keyboard with Adjustable Keytouch p/us 8 other 
time-saving features are combined only on the amazing 
National Adding Machine! 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 


989 OFFICES IN 94 COUNTRIES 


A National Adding Machine 
pays for itself with the time-and- 
effort it saves, continues savings 
as yearly profit. See a demon- 
stration, today, on your own 
work. Call the nearest National 
branch office or dealer. 


*¥ TRADE MARK REG U S&S. PAT OFF 

Sitional 

ADDING MACHINES « CASH REGISTERS 
ACCOUNTING MACHINES 


For More Information Circle No. 213 
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= i FOOTE a hin slits 


Electro-Pointer 


The world's finest completely automatic electric pencil 


eliminates the time-consuming job of cranking outmoded pencil- 


5S oh na hand-tvn ch nen ¢ 
Yer chewing nana-lype sharpeners 
, Si wooden 


on Just insert an 
pencil and instantly 
he Electro-Pointer 
gives you a perfect point 
Proven through 14 years 


of perfect service 
AT YOUR STATIONERS OR WRITE: 
STILEH-CRAFT Mfg. 
1825 MACKLIND +. ST. LOUIS 10, MO. 


For More Information Circle No. 356 
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INDEXING GUIDE 
Ezyindex Products Corp., 153-13 North 
ern Blvd., Flushing 54, N. Y., offers a 
free brochure, ‘‘Color to Assure Maxi- 
mum Reference,’’ showing the many pos- 
sibilities for indexing by combining pa- 


COLOR 


to ae eS tk eS 
aus ce oe Gd ee OR Ee 


sweoferemnce 


a%, 
“@ 


per stock colors with transparent plastic 
check list 
specification sheet for use when planning 


guides. It includes a and 
an indexing job system. 


Circle No. 138. 


For a free copy, 


ACCOUNTS RECEIVABLE SYSTEM 
Remington Rand Div., Rand 
Fourth Ave., 
publisked a 


Sperry 
Corp., 315 New 
N.Y., 
how the installation of a visible accounts 


has 


receivable system saved $5,100 annually 
Match Co., Springfield, 
According to Donald H. Peirce, 


for Diamond 


Mass. 


York 10, | 
case history of 


} 


departmental controller, the firm’s pri- | 


mary objective was to eliminate some of 
the paperwork handling 
10,000 two 


involved in 
invoices a year, covering 
branches as well as the Springfield opera 
The Remington Rand SUIAP 
tem (Simplified Unit Invoice Accounting 
Plan), utilizing the Kolect-A-Matic panel 
holding tray, provided a ready answer. 
All data pertaining to a 
(credit history, invoice, etc.) are filed to- 
Visible Graph-A-Matic signals 


tion. sys- 


given account 


cvether. 
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GRaSERSTZIK ALL SERVICE) U.S.A.7O099 








BERVICE U.S.A. 7099 B 





ErasERSTIK 














HIDING MY 
A.W.FABER 


! SRASERSTIK 





ALL FOR MYSELF! 


I don’t mind if they’ 
borrow my lipstick—but 
no mistake about it, an 
EraserStik is a girl’s best 
friend. It erases with- 
out a trace. I don’t see 
how you can turn out 
beautiful letters without 
an EraserStik. 


GIRLS, EraserStiks are 
so economical — only 
10¢ each, 20¢ with 
brush — you can have 
your very own to use 
and cherish. Let no one 
palm off a ‘‘just-as- 
good” substitute. Be 
certain it has the 
AWM.Faber imprint on 
its gleaming white 
polish. 





A.W. FABER-CASTELL 


PENCIL CO., INC. NEWARK 3, N. J. 





For More Information Circle No. 206 
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OFFSET 
DUPLICATOR USERS 


STOP paper static electronically! 


The Chapman Static Eliminator attaches easily 
to the Multilith 1250 or Davidson, and other 
duplicating and business office equipment 
lowest-cost electrical static eliminator available 
Approved by UL — completely safe. Cut waste 

eliminate delivery trouble reduce off 
setting save money. Write today for more 
information about the 


CHAPMAN STATIC ELIMINATOR 


manufactured for 


For More Information Circle No. 188 


PACE SAVER 
secra-type 
by WORDEN of HOLLAND 


242 ST Desk 42" x 32" 


A complete line of commercial 
office desks, chairs, and 
holstered furniture. 


Write for catalog and details. 


type 


leather up- 


HOLLAND MICHIGAN 
For More Information Circle No. 189 
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provided ermit individual 
indexing. 
vidually boxed. Cover is 
pigskin finish. 
Information Circle No. 141. 


provide immediate 
accounts. The 
Match paid for itself in 15 months. For 
u free copy of this case history, Circle 
No. 135. 


eheck on delinquent 


installation at Diamond 


PHOTOCOPY SYSTEM 


Haloid Co., 56-19X 
ter 3, N.Y., 


brochure on the use of 


Haloid St., Roches 


has published a ease history 


a Rectigraph pho 
tocopying machine by General Mills Ine., 


Minneapolis. The brochure illustrates and 


desk ribes how 


Mills 


errors, and 


General 


speeds 


paperwork, eliminates cuts 


eosts 


on reports of all kinds, organization 


charts, advertis ng iayouts, engineering 


draw ngs, accounting sheets, ete. 


, through 
daily use of the Rectigraph machine. 
For a free copy of this brochure, Circle 
No. 132. 


PERSONAL DESK FILE 


Smead Mfg. Co., Hastings, 
akes a personal desk file with 
hand index, tabbed for quick 
has ten subd | 


dentificatior 


personal 


Celloy har ec 


wrapped and indi 


pure vinyl in 


Size 12”x10”. For More 
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1300...an important me 


It is obvious that an automobile traveling 
100 miles an hour will reach a destination 
in half the time it takes a car that can go 
only 50 miles an hour. This principle applies 
to calculators...the one with the highest 
operating speed delivers your answers the 
fastest, and can turn out the most work 
for you. 


1300 dial revolutions per minute is the 
amazing speed at which a Marchant calcu- 
lator operates...twice the highest speed 
attainable by any other calculators. 

The secret of this top-ranking speed is a 
smoothly-geared mechanism that is exclu- 
sive with Marchant. Instead of the jarring, 


ure when buying a calculator 


stop-start ratchet drive used in conventional 
calculators, Marchant has a constantly- 
meshed train of proportional gears that 
quietly revolves the dials smoothly and 
continuously. 

Because there is no noisy engaging and 
letting go of gears, no punishing metal-on- 
metal clash, Marchant’s smoothly-operating 
mechanism keeps on delivering fast, quiet 
service year after year over a longer lifetime. 


Higher calculator speed means stepped- 
up figurework output and lowered costs 
Call in the MARCHANT MAN. What he 
has to show and tell is vitally related to 
the profitable management of your business. 


MARCHANT CALCULATORS, inc.. oakiano s, cacirornia 


For 
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Spirit MASTER UNITS 
or CARBON PAPER 


now IMPRINTED 


with your 
PRIVATE BRAND NAME 








AT NO ADDITIONAL COST 
OTHER THAN ART AND PLATES 


Duplicating carbons should produce the same 
number of sharp, clear copies every time. You 
can depend on the uniform high quality of 
Colonial carbons—because for years Colonial 
has specialized in the manufacture of spirit 
master units, spirit carbons, gelatin carbons 
and related duplicating supplies. Colonial 
carbons give longer runs, clearer copies, and 
above all, uniform results. 


Send us a sample of your imprint—a rough 
sketch will do—for quotations. 


CARBON COMPANY 
GENERAL OFFICES e SKOKIE, ILL. 


For More Information Circle No. 199 
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CIRCULAR SLIDE RULE 
Silver Bells, Ltd., 3367 Fernside Blvd., 
Alameda, Calif., offers the Controller, 
which is a circular aluminum slide rule, 


3” in diameter, containing a 10” scale. 


It can be operated with one hand for 


multiplication and division. Weighing 


only 1 oz., it is easily carried at all 


times. In plastic carrying case with 16- 
page instruction booklet, it 


For More Information Circle No. 149. 


eosts $7.95. 


STAMP PADS 
Faymus Div., Bankers & 
Ine., 3229 N. Sheffield 


Ill., makes the 


Merchants, 
Ave., Chicago 13, 


Faymus Fabricushion 











— 





Stamp Pad which combines the large ink 
reserve capacity of foam rubber plus the 
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smooth, metered ink distribution of cloth. just the right amount of fresh ink on the 
Made with an exclusive process, welding pad, spreads it easily and evenly with 
foam rubber to cloth in an inseparable the broad, flat nozzle. The new package 
bond with a lifetime guarantee. In an _ keeps the ink factory-fresh longer, to in 
unbreakable, rust and scratchproof case, sure clear, sharp impressions every time. 
the Fabricushon Stamp Pad retails for A l-oz. bottle, holding a full year’s suj 
59¢ in the popular No. 1 size that meets ply of Squeeze-Ink, sells for 49c. Both 
most needs. Faymus Squeeze-Ink for the Fabricushon Stamp Pad and Squeeze 
stamp pads ends stains, blots and smears Ink are available in fire red, jet black, 
that may result from re-filling pads with royal purple, navy blue, and forest green. 
bottled ink. The squeeze-bottle deposits For More Information Circle No. 150. 





A PEDIGREED BRAND .... Conforms to Federal Specifications 


UTH Ry 
we > e 
S\N 


\ 


<i ON" tifunp > : f P | 
Si ait. te > y ate AIXISIVERSARY 
Good Housekeeping ‘Napie — J 


2” 45 aoycaniste WES _— PROMPT DELIVERY Pncare we 


OUTSTRETCH — OUTLAST — OUTSELL ALL OTHERS 
Plymouth Rubber Company, Inc., Canton, Mass. 


For More Information Circle No. 185 





— — STATIONERS ... PRINTERS .. . AGENTS 


i Peaues | » 1,015 DEALERS HAVE A PROFITABLE SIDE-LINE in... 
ONE-TIME .$7445a5y7° CARBON FORMS 


The 1,015 dealers who sell Snap-Easy Forms get 

lucrative discounts ... their own imprint on forms 

ee . « « protection on repeats. 1,015 dealers are mak- 

_— New Carbonless ing (Snap)-Easy money—So can you! Write today. 
Forms, Too! 


Arthur J. Gavrin Press, Inc. 
Main Plant: New Rochelle, N. Y. — Branch Plant: Denison, Texas 


For More Information Circle No. 186 
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TELEPHONE AID 


° “ N.W., ashingto , 


; D. C.. announces 
Rr: ; 
the 8) iter To tet i motte! telephone 


‘nt business 
metal holdet 


means INCREASED takes 1” x C memo paper and sips ove 
OFFICE EFFICIENCY iis 
...avtoMATICally 


(GRE 


DUO-MATIC 
POSTING TRAYS AND 
STANDS .. . Tray 
models for sheet sizes 
from 7” x 11 to 

12” x 12”. Stands 
vailable in skeleton, 
y enclosed or with 


Filing Drawer. 


cluded is a 


‘| } e aozen 
5 i is ‘Olu ill a eontaining 
PO sen » tri gy aids ar x with the 
RTA-MATIC 5 —— ; 

Trays available in ~~ %, memo TFOTmMs. essage 18 repeated 
*, 1454”, 18”, and 4 

” lengths and ten 4 ‘ Ln fy , trai o 

idths from 5” to 17” . . with rst. seri ‘ training 
htweight... \ 2.45. Extra fille ets are 45e each. Dis 
on large orders. For More Infor- 

mation Circle No. 151 


Tel pointer unit 


ARMCHAIR 
Bedford, Ohio, 


of England 


TILT-O-MATIC 


Five sizes for all stand- 
ard register and sales 
book forms. 


y ie mes bos and for functional 
V-MATIC Tray Soe 


beauty an nodern design in offices. It 


‘rican sanker 


| housi ng for writing . . 
has a strong } ‘dish modern influence 
nting records requiring in its graceful tapering le 


os which ter 
capacity. Eight sizes. 


: minate in attractive bronze ferrules. In 
; addition to the wall-saving feature, the 
Write for : wees spel 


prices and literature ~~ American Banker has form-fitting curves, 


POSTING EQUIPMENT CORP fashioned from selected American black 
1026 Niagara St., Buffalo 13, N. Y. walnut. While clean and light in ap 
pearance, these chai are said to be 


rugged prede 
For More Information Circle No. 201 
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NEWEST TREND IN 
PAPERWORK SYSTEMS 


Weber Stencil for addressing 
shipments can be cut as part 
of your paperwork procedure 


Iwo jobs must be done before your prod- 
ucts can be shipped paperwork must be 
prepared and containers addressed. Here eee ee Teese Stee 
- - tabbed over ship-to area of your invoice 
are several modern Weber systems for tying bill-of-lading or shipping forms and cut 
the jobs together at savings in time and as a by-product of the forms writing. Ir 
one typing, addressing master and form 
effort. are prepared with customer's address. 
Key to the efficiency of these systems is the 
Weber stencil which is cut as part of your 
order-invoice writing procedure and_ be- 
comes your shipment addressing master. 
This inexpensive paper stencil can be cut 
as a by-product of your forms writing on 
automatic equipment, or separately. Re- 
gardless of your paperwork procedure or 
equipment used, you can integrate the 
Weber stencil. And once it’s been cut, it’s 
ready to address labels, tags or use directly 
‘ : ? 8 | y CONTINUOUS STENCIL Weber Contin 
on cartons with Weber hand devices or Matic Stencils, mounted in continuous 
machines. form on marginal punched carrier sheet, 
are cut quickly and easily on typewriter 


Look into the remarkable advantages of automatic tabulating equipment, and 
’ Z other punched-card and tape operated 
these Weber marking systems right away. machines. 


See the coupon below. 


ed 
@ 








INTEGRATED DATA PROCESSING EQUIPMENT, such as Flexo- CUSTOMER’S ADDRESS is in 
writer (left) and Teletype (right) equipment, and other punched- printed directly on cartons witt 
card and tape operated machines cut Weber stencils as part of Weber stencil hand device. This 
user's paperwork system. Stencils can be adapted to practically popular addressing system is 
any modern forms procedure. fast, neat and systematic 


[weser MARKING SYSTEMS © Dept. 8G 


L | Mount Prospect, Illinois | 

Marking | Please send information on Weber Stencils and how | 

e er Systems hate can simplify our shipping paperwork procedure | 
ame ° 

| 


Div. of Weber Addressing Machine Co. Inc., Firm | 
Mount Prospect, Illinois Street 








Creators of systems for addressing and I city State . 
marking labels, tags and containers. Cons a Gas Gut cow One ee ee ce es em om a Ge oe a oe oe ee ee 


For More Information Circle No. 343 
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LOOSE LEAF DATA 
Elbe File & Binder Co., Fall River, 
Mass., offers a 24-page ‘‘Idea Book’’ 


on loose leaf planning and preparation 


Comfort was a major consid 
eration in creating the American Banker 
which also provides high style and 
rugged service life, at low cost. To in 
sure working ease, upholstered seat and 
back pads of lasting polyurethane foam 
are available either separately or in of sales presentations. It includes a 
combination. For More Information Cir- handy binder selector guide showing the 
cle No. 110. basic types of construction such as ring, 





> “CALCULATING MACHINES 


DIEHL GMBH. RECHENMASCHINENFABRIK NURNBERG STEPHANSTRASSE 49 RUF: 4911 


For More Information Circle No. 184 
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REDUCES INVOICE AND SHOP FORMS 70% 
WITH COLITHO OFFSET DUPLICATING PLATES 


The urgent problem of the Waukesha Foundry Company was 
to streamline its 17-part combination invoice and shop-copy 
forms. Aside from being obviously unwieldy, the old system 
absorbed countless manhours in typing and checking—and 
presented many chances for transcription errors. 

The invoice set was reduced to five parts. The necessary 
shop copy forms containing all the vital technical data for each 
job are reproduced from Colitho Direct Image Paper Plates. 

The total parts of the invoice set are reduced by more than 
two thirds, transcription errors are automatically eliminated 
and costly hours of retyping and checking time are saved. And 
the same Colitho Plate produces all shop-copies—uniform, 
original-looking copies—in perfect registration and in 
any amounts required. 


@ This case history demonstrates the 
economy and efficiency that countless 
businesses now enjoy through the use 
of Colitho Plates. We have a collec- 
tion of these factual stories which you 
will find packed with valuable ideas 
Just use the coupon and you'll receive 
your copy of the Colitho Idea File 
promptly 


THE “ONE-WRITE” WAY 
TO RUN A BUSINESS 


Colitho Division, COLUMBIA RIBBON & 
CARBON MFG. CO., Inc 
967 Herb Hill Road, Glen Cove, N.Y Sie 


Okay, rush the Colitho Idea File. 





Name 





Address 








City Zone State 


| 

| 

! 

1 

| 

| 

Company 
| 

| 

J 


More Information Circle No. 317 
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Big Numbers 


boost 
efficiency 


Automatically prints large, legible num- 
bers on file folders, job tickets, time 
cards, etc., makes for easier reading, 
faster work. (Provides consecutive, dupli- 
cate or repeat numbering.) See your 
dealer or let us send our catalog—"How 
to Select a Numbering Machine.” 


Specify FORCE for the Finest 





ey ; 
gA 
=f * 

WM. A. FORGE 

216 ek anes s08 a | Y 


For More Information Circle No. 223 


7, PROBLEMS 


3 PHONI SOLVED—— 


1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 


HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 
Room 710 
New York 16 











For More Information Circle No. 224 
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+ 


flexible 


expansion 


prong, metal, 


spring and 
illustrates binder eompres- 
on, Capacities, sheet retention methods 
and popular applications. Charts show 
hole 


of type page and 


punching and Spacing, correct use 
selection of 
weights. \ 


outline 


paper 
des and question-and 


answe! assists in choosing the 
construction. For a free copy ot 


‘Idea Book,’’ Circle No, 139. 


INKED RIBBON DISPLAY 


2714 Wal 
offers dealers a 


\merican Steneil Mie. U0.. 
Gen Denver De Colo., 


splay ease for the 


complete line oft 
Sure-Rite typewriter and 
chine ribbons. 


adding ma 
new display case is 
hand 


ade of maple th a natural, 


rubbed light Designed to sell 


counter, it is only 


igh and 30” long, vet 
boxes. The 
three 
. each shelf having 10 slots 
each slot. 
so that 
front on dis 


360 ribbon 
eonsists of overlap 
lozen ribbons in 

is arranged on an angle 
ribbons are always 11 
for tTast self-service. For 


| information, Circle No. 121. 


prices 


STORAGE CABINETS 
upreme Steel Corp., 53rd 
St. & Ist Ave., oa, Ns: By 


torage and wardrobe ecabi 


Products 
Brooklyn 
l akes steel 


nets, lockers, shelving, and parts bins. 
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1956 


Double door cabinets are made 36” 
18” and 24” 
78” high. 

commodate 


wide, 
deep, and 42”, 52”, 72” and 
Shelves are adjustable to ae- 
every use and steel clothes 
rod provides a full or combination ward- 
robe as desired. Single door cabinets and 


lockers are also made in all styles and 
polished chrome han- 
dles with built-in paracentriec lock, Fin 
ished in olive baked 
enamel. Illustrated catalog contains com- 
plete specifications, For a free copy, 


Circle No. 396 


sizes. Doors have 


green or gray 


ALARM SYSTEM 

Koiled Kords, Ine., 100 Pershing St., 
Hamden 14, 
ment which will super-impose 


Conn., have patented equip- 
alarm and 
synchronization signals over existing 
telephone interference 
with their regular use. A transistorized, 


dry cell battery-powered signal transmit- 


circuits without 


ter is installed on the subscriber’s prem- 
ises. When actuated, it transmits a high 
frequency signal over regular telephone 
circuits to the central office where special 
amplifying 


receiving and equipment 
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NOW... offered to you 
for the first time! 


cWew- > 
pramatic : 


GBC 
Plastic 


Bound Plastic 


Cover 


“MANUAL OF MODERN PLASTIC 
AND LOOSE LEAF BINDING.” 


This handsome, elaborate Manual—colorfully 
GBC plastic bound—has been months in 
preparation and is one of the most expensive 
and idea stimulating books ever offered for 
selected distribution. Illustrates the many ad- 
vantages of the modern GBC Binding System 

. increased efficiencies ... savings in time 
and money ... greater prestige, readership, 
and life for catalogs, reports and presenta- 
tions. Pages lie flat—turn easily. You and 
your staff will want to examine this informa- 
tive manual. 


G Send for your FREE copy today. 


Supply is limited. 
General Binding Corporation 
812 W. Belmont Ave., Dept. 0-7, Chicago 14, III. 




















For More Information Circle No. 262 








FREE Sey 
D 27ep 2° 


“$15 QQUUNaua 
COVERS 
$3% 00 


DEWBERRY Y ENGRAVING CO. 





807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
For More Information Circle No. 266 
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Hie PRESIDENT 


MAXIMUM CAPACITY DRAWER KEY 
FILE FOR LARGE INSTALLATIONS 


IDEAL for a Master 
Control system, its 
large capacity allows 
multiple-systems op- 
eration within the 
same unit for tighter 
control, more con- 
venience. The height 
of a 4 drawer letter 
file, it is available in 
six “complete” Tel- 
Kee Systems, start- 
ing at 1700, 


Write Dept. PO-2 for de- 
tailed President Specifica- 
tions and for our new cata- 
log of ‘‘complete’’ Tei-Kee 
Systems, for any require- 
ment, large or small. 


The MOORE KEY CONTROL Systems 


P.O. MOORE, INC. + A SUBSIDIARY OF SUNROC CORP 
GLEN RIDDLE, PENNSYLVANIA 


For More Information Circle No. 258 


COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


THE 
COFFIELD 


EVERLASTING 
Interchangeable 


ORGANIZATION 


CHART < 
ypist, a typewriter and fr: oo 
uper are all 1 need 


It's that simy le! 


* Sizes to Fit Any Organization Structure 
* All Parts Are Movable and Re-usable 
* Photographs for Sharp Prints 


Write for Free Illustrated Folder 
with Price Schedule No. O-7 


MANAGEMENT CONTROL CHARTS CO, 
1731 N. WELLS ST. CHICAGO 14, ILL. 
For More Information Circle No. 259 
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transmits the signal to a telephone an- 


swering service or police station over a 


When subscriber 


alarm system 


regular circuit. installs 


any acceptable trap or fire 


on his premises, the signal created by 


this is received by the transmitter on the 
and passed over the telephone 
this 
special 
this type of 
broadens its potential use because of this 
that telephone 
companies file special rates covering this 
For More Information 


premises 


line. Use of equipment eliminates 


the need for leased wires now 


employed for service and 


economy. It is necessary 
type of service. 


Circle No. 152. 


FOLLOW-UP FOLDER 

Goods Co., 3510 3, 
Los Angeles 22, Calif., 
makes the Rite Follow-up Folder. 
This folder is made of 18- 
pt Sealeraft and has a date 
schedule type 


Universal Paper 
Garfield Ave., 
Guide 
long wearing 
month and 


legible 
which 


printed in large 


covered by a also 
holds the 


ored signal 


plastic strip 
label. <A 


desired 


subject sliding col- 


indicates the follow 


up date. The folder is made in stand- 


available 


Circle No. 


ard sizes and special sizes are 
on request. For free 


382. 


sample, 


CORRECTION 

Prices ot the 

Smokers, appeared on page 146 

of the June of THE OFFICE, 

incorrect. The No. 190 costs $16. In 
polished chrome it is $19. 


Smo-King Spin To} 
which 


issue were 


Coding Forms 


Continue from page %4) 


To Summarize: 
Major Field: P or P1. 
Sub-Major Field: 01, or 001. 
Minor Field: 01, or al. 


exceptional circumstances 
to provide for. A unit of a form may be 
in two parts, pertorated, one seetien 
being a shipping label and another a 
notice to a stockroom that certain items 
have been ordered. It may be desirable 
for each part to define the total num- 


There are 
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Here’s the Duplicator that 
out-performs 
them ali! 








Xl NNN Y 
= al 
Eye arse: 


... a really major improvement 
in liquid duplicators .... 


Now for the first time with Margi-Set, you have a liquid 
duplicator with a position control that raises or lowers the 
Z copy from a small fraction of a line to a full seven lines— 
“LIFT-OUT” Rollers... onother Copy-rite makes even hair-line registration easy—incorporates a visible 
pape 2 phen sgpiry. ~-pgeaangea indicator which shows the “‘setting”’ at all times—shows how 
oll rollers, with your fingers! No tools or much the copy may be raised or lowered from its present 
gadgets of ony kind required! position—can be changed even while the machine is operating— 
operates at the touch of a finger but which ‘“‘locks” in place 

automatically. 


Here’s a machine you’ve got to see, got to 
operate, to really appreciate what has been ac- 
complished. Now, more than ever, Copy-rite 
is your best bet—in simplicity, in design, in 
value! Write on your letterhead .. . TODAY! 


We  @ ] L Pp € Q Models shown are priced from $188.50 
DUPLICATOR & SUPPLY of oF to $349.50. Other models as low os 
1217 CORTLAND STREET CHICAGO 14, ILLINOIS — All prices plus tox F.0.B 


For More Information Circle No. 222 
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ber of parts. That variation can be 
worked into the code number. A num- 
bering system constructed as above will 
provide for most situations. The special 
needs are incidental to the present re 
quirement that every form or part there- 
of be properly coded tor manual manip 
ul..tion, identification, filing reference 
and disposal. Thus forms control for 
present purposes consists of being in- 
formed at a single point of all forms 
—new ol 


discontinuances—necessary 10 





as a aaa OR at BUTI 








FREE: Handy desk or wall chart 
of Postal Rates, with parcel post 


map and zone finder. 
ae 
Cae 
PARAL DO 


Pirney-Bowes, INnc., 

rere 
A eile 
w 


any given business at a given time. Also 
of being able to define, through an ex- 
act and planful coding system, each form 
and part thereof. 

Thus you begin to equip yourselt ror 
filing and eventual disposal control at 
the time a form is bought or manutac- 
tured The forms, so 
far as filing or 
depends upon the loeus of the form and 
the type of filing system which is used. 
Your instructions to those filing, whether 


processing ol 


reterence 1s concerned, 


5] saved 
every day! 


@ An inaccurate, run-down mail 
scale can lose a dollar a day in 
even in a small office. 
Mounts up in a year! 


postage, 


e A PB precision-made scale can 
save that $1 a day in wasted 
postage. And often prevents letters 
going out with insufficient postage. 
“Postage Due”’ is bad advertising! 
e With its automatic pendulum 
mechanism, a PB scale is accurate 
for keeps! Registers instantly. 
And large, widely spaced markings 
can be read instantly. Saves time 
as well as postage. 
¢ PBscales for every requirement 
including a parcel post model 
up to 70 lbs. Ask the nearest PB 
office to show you. Or write for 
free illustrated booklet. 


ritney-nowes Mi ailing Seales 
3485 Walnut St., Stamford, Conn. 


Made by the originators of the postage meter . 


. offices in 94 cities in U.S. and Canada. 


For More Information Circie No. 229 
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a file clerk or one with other principal 
functions but. filing incidentally, are in 
the precise terms of disposing of form 
P-007-a2; and this does not change it 
form P-007-a2 is supported by K-946- 
m7, and E-439-z. 

Business forms usually pass through 
one or all of these phases: 


a. Immediate creation and use, with 
variables of reference, disposal and 
filing. 

Intermediate reference. At the end 
of the active period forms should 
be reclassified whether at the same 
location or centralized into the 
next time stage of life. Possibly 
reprocessed, 

Storage at another specified date 
for a speeified term 

d. Destruction or disposal. 


Ot course, files ean be condensed or 
simplified by throwing away identical 
copies which may be needed during the 
active or even intermediate reference 
period, through mierofilming or other 
means. The point, however, is that a 
defined and controlled program for the 
preservation, use and disposal of forms 
should be created when the forms are 
authorized for manufacture. 





Many New Haven 
Offices Need Help 











LMOST HALF the offices are un- 

derstaffed, according to a survey 

made by the research committee of 
the New Haven, Conn., chapter of Na- 
tional Office Management Assn. Of the 
108 companies which responded to a 
questionnaire, 50 indicated they needed 
342 additional clerical workers. Another 
34 firms said they were able to fill all 
vacancies by using normal channels, and 
24 stated they had been at full strength 


Tue Orrice—July, 1956 


lots of sorters +++ (| 


ut onl ONE 


VERT-A- SORT. 


. the Easy-Action vertical paper sorter 
that answers the need for sorting efficiency in 
any business having large or small sorting 
problems. Every Vert-A-Sort Installation made 
has resulted in increased production, no matter 
what sorting methods were used before! 


. made in a variety 
of sizes, all of which 


Kohklhaas can be indexed to suit 
: 


our needs. 
VERT-A-SORT Built ae years of 


efficient use! 
for Complete Details 


PIN THIS AD TO YOUR LETTERHEAD 


and mail to: 


COMPANY 
THE 

HICAGO AVE. 
ee CAGO 17, ILLINOIS 


For a Information Circle No. 260 





 wreertm 





s 


Resea creme = @ wad 


; Nippo Machine Industry Co., Ltd. 


Slated | 


It isa pin” that 
will absolutely pre- 
vent the mutilation, 
alteration or forging 
of the figures in (D Type) 
checks and other valuable securities. 


Tenjin-cho, Nishi- ku, Yokohama, Japan 








For More labetiaetion Circle No. 261 


175 





for the preceding 60 days. The greatest 
need for workers was in offices where 
the starting salary was $40 a week or 
less. This same category comprised the 
largest number of firms employing 100 
or more office employees. 

Starting salaries tor high school grad- 
uates with no previous experience were 
reported at less than $40 per week by 
six companies; at $40 by 38 companies, 


af 4 ea and trom $41 to $60 by 63 companies. 


i Salaries for these employees after one 

ADBDYVIC | year otf employment, assuming’ satisfac- 

tory progress in all respects, were re- 

ported up to $45 by 35 companies, from 

for > a $46 to $50 by 39 companies, and from 
— $51 to $65 by 32 companies. 

« €#icient Salary increases during the first year 


were reported from $0 to $4 by 27 com- 


es DP Or : Pye = b( 
oOo sce panies, $5 by 35 companies, $6 to $9 by 


’ 


Nobody has to put up with xy : 
typing racket, typing shock or, 4 

worst of all, jangled nerves. NOW a0 LOST 
A KIL-KLATTER Pad makes any 


typewriter really quiet. For ORD E R Ss i N T @) 
S 7 


KIL-KLATTER is resilient all- 


hair... an everlasting sound I 
and shock absorber. Made of ee oe __ 
famous OZITE All-Hair Felt. Hy | 

— — 


Treated top to keep machine , 
i f Ft Join the scores of Printers, Stationers 
legs from digging in. and Business Forms Agencies that are 











now enjoying profits with G.M.F. Litho- 
; graphed Snap-I-Sets. 

i Slip-proof bottom to prevent We do not sell direct — only through 
the machine from skidding authorized dealers. Snap-I-Sets carry 
your imprint, they are shipped in your 

name and invoiced direct to you. 
Fits all typewriters and many Every quotation is confidential | and 
i ‘ , competitive regardless of your territory. 
other business machines. Snap-I-Set one-time carbon forms for 
invoicing, ae aay | shipping orders 

e 


and-scores of other y operations are 

& 25 sweeping the country. 
AT YOUR STATIONER Use our specialized printing services 
OR OFFICE SUPPLY DEALER to help you turn those lost orders into 


profits. Write today for samples and 
the G.M.F. dealer plan. 


KIL-KLATTER GENERAL 


THE SCIENTIFIC TYPEWRITER PAD MULTI FORMS SALES COMPANY 
“The answer to a quieter office P. O. Box 1094 
may be under your typewriter” a ee a ees * Tone 


For More Information Circle No. 208 For More Information Circle No. 209 
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21 companies, at $10 by 18 companies, 
and from $11 to $19 by four companies. 

The number of hours worked per 
week were reported as less than 40 by 
22 companies, as exactly 40 hours by 
82 companies, and from 41 to 44 hours 
hy four companies. 

Employee benefits ranked as follows: 
hospitalization, 106;  surgical-medieal, 
99; group insurance, 99; sickness and 
accident insurance, 78; pension plan, 
76; yvear-end bonus, 47; credit union, 
32; major medical, 23; and profit shar- 
ing, 12. Reported year-end bonus ar- 
rangements ranged from 2% to 20% of 
salary. Reported profit sharing arrange- 
ments ranged from 3% to 31% of 
salary. | 

The above figures represent the re- 
ported status of each company of 
March, 1956. There is a relativity be- 
tween the starting salary and employee 
benefits provided. A company starting 
employees at $40 with 5% in available 
benefits represents a of $42, 
whereas another company with the same 
starting salary but with benefits equal- 
ling 25% of salary represents a gross of 


as 


LTOSS 


$50. In terms of number of companies 
participating, this was by far the most 
popular survey made during the past 
two years, according to the committee. 


eee 


=e 





—_ 
| 
| 

|_ 4 


“Have a hard day 
at the watercooler, Dear?” 














Hagqilng. 


— 
— 
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is the word for 


METAL-LUX 
deluxe clerical posture chair 


There is “executive distinction” in every line of 

this chair, from its foam rubber back-rest and Latex 
“Breathing Comfo-Cushion”™ seat to its streamlined 
swivel base. It has no equal for posture comfort and its 
good looks excel anything ever created in metal 

Here is a chair which “belongs” where only the 

very best is desired. It’s the chair that builds customer 
good-will for you. Write for complete details now 

this perfection in posture can be the most 

profitable chair you've ever offered 


ele 


~~ there is nothing finer in metal 


MILWAUKEE METAL FURNITURE COMPANY 
101 N. Campbell Ave., Chicago 12, Illinois 





For More Information Circle No. 245 





> NEWS 
of the Office 





NOMA Conference 


The 37th National Office Management 
Assn. conference and exhibit in Phila- 
delphia, May 20-24 (THE OFFICE, May, 
elected Floyd Guillot, Indus 
Thrift Corp., New O1 


pp. 76-80 
trial Finance & 


i€ans, 


its new president and F. G. Mae 
Ilroy, Soundseriber Corp., San Francisco, 


Ist vice president. Traditional award 


Floyd Guillot F. G. Macliroy 


winners included: Leffingwell Medal, W. 
Miller Bennett, Inland Container Corp.; 
NOMA Fellowship Award, Carl N. 
Jacobs, Hardware Mutuals; Schulhof 
Award winners, Fred E. Shelton Jr. and 
W. Miller Bennett. Nearly 125 manufac- 
turers exhibited their products at this 
National Office Show. During the confer 
ground broken for NOMA’s 
headquarters building, designed to 
exemplify the ideal low-cost office build 
ing, incorporating the latest ideas in con 
struction, lighting, layout and color, as 


ence, was 


new 


well as office equipment and machinery. 
The next annual conference and National 
Office Show will be in Los Angeles, May 
13-16, 1957. 


NSA Convention 


Alice Leopold, assistant to the Secre 
tary of Labor for Women’s Affairs, will 
be the keynote speaker at the 11th an 


National 
retaries Assn. (International) in Detroit, 
18-21. The theme, ‘re Open More 


will be 


nual convention of the See- 
July 
Doors,’’ emphasized in the con 


vention’s programs. 


1700 at IASA Conference 

\ reeord ot 
1,700 
the 34th annual 


conference anid 


ove! 


registered Tor 


equipment show of 


Insurance Account 
ing & Statistical 
Assn. in New York, 
May 21. This largest 
insurance associa 


tion includes 673 


Rodney 8B. Wilcox 


member companies, 


embracing all branches of the insurance 
industry: 
dent 


and 


life, fire, casualty, group, acci- 
health. 


SeSsions 


and Three 


pane] 


davs of study 


were arranged with 
emphasis on the electronic advances be- 
section of 


ing made in the accounting 


the insurance business. Having shown 
the way to industry from the early days 
with a simple punched ecard, sorting and 
tabulating machinery, insurers now have 
gained great know-how in automation 
and the use of the high speeds built into 

Along 
this 
manufacturers 
part of the business 
show for the benefit of [ASA 
At the annual business meeting, 
B. Wileox, Connecticut 


surance Co., 


today’s equipment. with an in 


spiring display of most 
of the 


tricate 


equipment, 
this in 
offered a 


serving 


members. 
Rodney 
Life In 
was elected president. 


General 


SPAA Invites Educators 
Educators in the field of 


tems and management 


business svs- 
being 


table 


eourses are 


invited to participate in a round 
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Orders are pouring in... 
for this new, fast-drying 
“WONDER” INK 


HERE’S AN ENTIRELY NEW CONCEPT in duplicating ink that dries so 


fast, sets so hard, it works like a charm on both bond and offset paper. 





No slip-sheeting necessary — something never before accomplished 
It took five years to perfect. 

Because of its unique quick-drying qualities, JETDRY “7900” is a 
great time and money saver. It produces more copies per pound of ink, 
per stencil and per hour of operation. No paper is wasted in prepara- 
tion —even the first copies through a new run are usable. 

The copies produced with Tempo JETDRY have all the quality of 
fine printing —legible, sharp, permanent. No washing of stencil needed 

Write for — stencil is self-cleaning when used with this ink by simply 
literature placing it between papers or in a file folder. 
and prices jenead With JETDRY, the duplicator can be stopped in the 


TODAY oe middle of a run—then hours later, the run resumed without 
delay because JETDRY is ready to go. 


MILO HARDING COMPANY 


Established 1904 
Manufacturer of the most complete line of stencil duplicating machines and supplies 


500 South Monterey Pass Road, Monterey Park (Los Angeles County) Calif 
San Francisco ¢ Pittsburgh *« Cleveland * Dallas 


we JETDRY 
7900...THE WONDER INK 


; For More Information Circle No. 373 
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4 


‘Siar . for Office Efficiency 
W 


National’s Ringbook 
and Post Binders Offer 
Exclusive Features that 
Promote Office Efficiency... 

Help Save Time! 


4X Lockmaster 
Post Binders 
bound in brown or gray Dupont viny! 4X Lock Booster Ringbooks 


binding with stainless steei rims to pro- 





ad $ of leather or plastic for at : 
tect desk top and binder edges. Finger- Best grades of leather or pla attractive ap 
pearance, long life 


tip open with posi- 
Steel hinges for flat opening without cracking 
tive locking. . ’ . 
Smooth, oval-se n rings precision matched mini- 


mize sheet wear 
Fibre back prevents wear and scuffing on backbone. 


Lock Booster opens rings uch or closes them 
securely 





Turn lg 
Post Binders 


has easy-to-grasp knob that turns 
left to open, right to provide 
tive lock that keeps sheets securely 


compressed in binder. , 
‘ } Prongmaster Ring Visible Binders 


Visible Binders with Dupont vinyl cover over stiff 
with automatic shift for insertion or board .. . metal rims and hinges 


removal of sheets . . . flat opening . . « Lock Booster for positive 
APSE . » . metal rims and hinges. locking. 
a 
Write for Folder No. 306 NATIONAL BLANK BOOK CO., Holyoke, Mass., or... 
CALL YOUR NEAREST 


NATIONAL ‘cox STATIONER 


For More Information Circle No. 301 , 
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Rita Griffin (right), office manager, Adver- 
tising Research Foundation, New York, and 
her mother on their way to Bermuda as guests 
of Monroe Calculating Machine Co. Miss 
Griffin won the trip at the National Business 
Show last year. 
discussion as part of the International 
Systems Meeting of the Systems & Pro 
cedures Assn. of America, Oct, 22-24, at 
the sJellevue-Stratford Hotel, Philadel 
phia. In a letter inviting college repre 
sentatives to sit in on the 
a. 1. 
‘<The Assn. of 


Systems & Procedures 


discussions, 
Mettler, educational chairman, sid, 


America is interested in 


moting its specialty with educators who 


DpDro- 


vitally | 
can aid in the training and development 
The 
more and better trained men in this field 
i that our 


of systems analysts. demand for 


is so great organization recog 


nizes its responsibility for furthering 
Prof. Norman N 
Department of Industrial and 
Management Engineering, College of En- 
gineering, New York 

serve as round table chairman. 
sociation 


training facilities.’’ 


Barish, 


will 
Many as 


teaching evening 


University, 


members are 
courses in systems and procedures sub 
number of whom are 
to join the round table. 


jects, a expected 


Management Sciences Conference 


General chairman George Kozmetsky 
that the third annval inter 
national meeting of the Institute of Man 
held at the 
Oct. 18-19. 
New York 
than 600 ex 
ecutives, operations research technicians 
and other 
formulated to 
able this year. 
Gifford H. Symonds of Esso Standard Oil 


announced 
agement Sciences will be 
Statler Hotel, Los 
Last year, the conference in 
attended by 


Angeles, 


was more 


scientists. Plans are already 


accommodate a consider 
increase in attendance 
Co., president of the institute, is pro 
viding the leadership for fhis year’s, con 
ference, which has its 


eciences A 


theme, ‘‘ Manage 
ment 


Report.’? 


Program chairman is Dr. Andrew Var- 


roup attending the three-day forms standardization and design course conducted by Wesley 
S. Cadmus at the Commodore Hotel, New York. Information on future sessions can be had 
from Mr. Cadmus, Box 342-A, Unionville, Conn. 
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Advertise 
to 


Office 
gutpms nt 
xporter 


for 


office equipment 


and supplies 


During 1955 calculating machines aw 

valued at $718,989 (FOB plant) 

were exported to West Ger- 

many from the USA. $90,419 of 

metal office furniture went to Indo- —-“~—< 

nesia and 111,237 lbs. of carbon paper left for 

the Philippines. West Germany, Indonesia and the 

Philippines are but three of the 75 countries and re- 

gions listed below where every autumn OFFICE EQUIPMENT EXPORTER is 
enthusiastically received and acted upon by all office equipment importers, dealers 
and specialists. These countries buy both high and low priced items. Write today 
for advertising rates. 


Afghanistan 
Alaska 
Aigiers 
Arabia 
Australia 
Austria 
Belgian Congo 
Belgium 
British East 
Africa 
British Guiana 
British Honduras 
Burma 


Canada 
Ceylon 
Cyprus 


Finland 
Formosa 
France 

French Africa 
French Guiana 
Germany 
Gibraltar 


Great Britain & 
Northern Ireland 
Greece 

Haiti 

Hawaii 

Hong Kong 
Iceland 

India 

Indonesia 

Iran 

iraq 

Ireland 

Israel 


Italy 

Japan 
Kenya 
Lebanon 
Liberia 
Libya 
Luxembourg 
Madagascar 
Madeira Island 
Malaysia 
Malta 
Morocco 
Nepal 


Netherlands 

Netherland West 
Indies 

New Zealand 

North Rhodesia 

Norway 

Pakistan 

Philippines 

Portuguese Africa 

Puerto Rico 

Siam 

South Sea Islands 

Southern Rhodesia 


Sudan 
Surinam 
Sweden 
Switzerland 
Syria 
Tanganyika 
Tunisia 
Turkey 
Union of South 
Africa 
Viet Nam 
West Indies 
Yugoslavia 


232 Madison Ave., New York 16 
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sonyi, Ramo-Wooldridge Corp. Dr. George 


Paul 
serve on the con- 


Dantzig, Rand Corp., and Dr. 
Bircher, U. C. L. A.. 
vention committee. Local arrangements 
are being headed up by co-chairmen Dr. 
Paul Stillson, Ramo Wooldridge Corp. 
and Bob Mellon, Litton Industries. Fur 
ther information from Al N. Seares, Rem- 
ington Rand Div., Sperry Rand Corp., 315 
Fourth Ave., New York 10. 


N.Y. Records Assn. Officers 


At the annual meeting of Records 
Management Assn. of New York, the fol- 
lowing officers were elected: Charlotte L. 
Willuschat, Underwood Corp., president; 
Malvina W. Back, American Cancer So- 
ciety, Inc., executive vice president; 
Margaret O’Leary, Shaw-Walker Co., 
vice president; Helen 8.  Linkfield, 
Standard & Poor’s Corp., recording sec- 


retary; Elizabeth J. Gibson, Merrill 
Lynch, Pierce, Fenner & Beane, corre- 
sponding secretary; Johanna K. Beker, 
— 
€ en aad 
* 

re adil 

a 

ee 

sili 


« ey er: 
-, eer 


ee tiple part sets... 


s@ 
v@ 


ve 


eT all a 
HATCHING 50,000 SETS OR MORE? 
—~  @ One hen...a single operation. . 
NATURAL ECONOMY in nature! aan 

.a@ single operation... mul- aan 
. NATURAL ECONOMY in FANFORM! 
_— @ Buy FANFORM Snapaparts and Tabulating forms... 
order 50M or more... NATURAL ECONOMY in costs! , 
— @ Notice B-V’s new METER EDGE Stock Tab form. It main- —— 


tains accurate positioning. . ; ~ 
vents running errors . . . NATURAL ECONOMY in labor! ol 


@ One wide roll of paper.. 


Shearman & Sterling & Wright, treas- 
urer; Sylvia A. Rudy, United Hias Serv- 
ice, financial secretary. 


Automation Conference in N.Y. 


Mattson, office automation 
consultant, will manage the Office Auto- 


Gordon L. 


mation Conference to be co-sponsored by 
Fordham 
during the 3rd International Automation 
exposition in New York, Nov. 26-30. 
Last November Mr. Mattson served the 
University of Chicago in a similar ea 
International 


University School of Business 


during the 2nd 
Automation Exposition. Objective of the 


pacity 


conferences is to provide top 


ment with information to guide them in 


manage- 


making use of automation in data 


processing and the many other kinds of 
office work where the new techniques are 
applicable. Details concerning registra- 
tion and schedule of the eight sessions 
cat be had from Richard Rimbach Asso- 
Ave., 


ciates, Room 359, 525 Lexington 


New York 17. 













. lots of chicks... — 


. aids checking... pre- 


aa a 
4 * 

:. BONNAR-VvVAwTeER v4 
\t x — \ ° 
@ 1735 E. 30TH STREET e CLEVELAND 14, OHIO He \e@: 

The Mark of Quality Fae) Sales Offices in Principal Cities eer A 

For More Information Circle No. 244 
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pulls the dirt out of type- 
writer type rather than washing 
it into the machine 


Flatten the putty 
by pressing very 
firmly 


Press it on all of 
the type. Do not 


Fold the putty 
upward to origi- 
nal pyramid shape 


NO MESSY LIQUIDS to remove nail polish, 
spot or spotter clothes. 


NO HARMFUL FUMES to couse headaches 
or colds. 


To make neot erasures—just touch the word 
to be erosed, Bud will absorb the surplus ink. 
Then erase ond there will be no smeor. 

Retails for 50¢ each 
Dealers—write for sample and cost 


Ue a ee te om Sn 
P.O. BOX 4644 
BALTIMORE 12,MARYLAND 


For More Information Circle No. 164 
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| jneton Bridge 


Bridge Toll Records 


(Continued from page 91 
a cash book and sent to the controller’s 
department. 

Pouches of tickets are routed to a 
special auditing section supervised by 
Lamar Baker who handles revenue ac 
counting. In the eontroller’s office the 
tickets are counted by machine. Any 
changes in deposits found by the bank 
and noted on duplicate yellow deposit 
slip are reconciled with figures on the 
triplicate form which contains a carbon 
copy of the original bank deposit slip. 
After this audit, with any cash deposit 
adjusted, the triplicate pink 
sheet goes to the manager of the George 
Washington Bridge. 

Further simplification of 


changes 


paperwork 
has been effected by Form 4 (page 91). 
This is a five-part snap-out form with 
interleaved carbons. Each part 

identifies the component sheets with a 
particular week in a month. The reports 


color 


used formerly required the daily prepa 

ion and transmittal of the individual 
performance to the bridge 
manager. The new torm presents the 
facility with a cumulative 
weekly interim report which culminates 
with a final report for the month. The 
procedure is essentially simple. Eath 
succeeding week the bottom sheet is de- 
tached from the form to serve as the 
weekly report as well as the eumulative 
report tor the preceding weekly periods. 

It works this way: an aceounting 
clerk in the revenue section who handles 
George Washington Bridge records com- 


co lector "gs 


manager 


| piles this overall collectors’ performance 


information from 
which show eash tolls 


obtains 
2 


report. He 
Forms l and 


| and tickets collected as well as explana- 


y errors. He also uses in- 
formation from register tapes, listing 
types of vehicles and axle counts, which 
were printed by electronie cabinets in 
the control room of the George Wash 
administration building. 
at a glanee, the total 
work at 


tions of any 


orm 4+ presents, 


picture of individual collectors’ 
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FAST! ! SAFE!! 


J. » 


FILING SYSTEMS 
a FOR 













ane SETS 
MANIFOLD CARBON PAPER 





For your 


c- * NEGATIVES General Office Correspondence 





he © OFFSET PLATES 

Ly ¢ STENCILS 

ik ° X-RAYS 

i * SWATCHES 

- ° ART WORK 

». ° MASTERS 

sit Write for 
nk Complete Catalog 








Write: 

ATLAS STENCIL FILES CORP. The LETTEREX CORPORATION 
VOUS Weernent Gvsane, Chovelaad 10, Obie 1640 Connecticut Avenue, Washington 9, D.C. 
For More Information Circle No. 168 For More Information Circle No. 169 

THE 


""KOH-1-BALL" 


... the New Double-Ended 
Ball-Point Pencil 
e writes RED e writes BLUE 












pareerhe 
pepeenee 
repeees 


another Koh-Il-Noor exclusive . . . the 
only two-in-one ball point pencil of ‘ts 
kind on the market. 








NOWHERE ELSE V polished brass nose-pieces 


IN THE WORLD... 


could this year’s gigantic National Business 
Show be housed adequately but in the 
New York Coliseum—the world’s largest and 
newest and finest exhibition hall. Don’t miss 
this preview of business in the electronic age 


NATIONAL BUSINESS SHOW 


New York Coliseum —Columbus Circle, New York 
October 15 thru 19, 1956 
RUDOLPH LANG, Managing Director 
33 West 42nd Street, New York 36, N. Y. + PEnnsylvania 6-6760 


V light wooden barrel 


V full-length red & blue 
ball-point inserts (easily 
replaced with available 
refills) 


Packed either 12 Koh-I-Balis on a display 
card or in a dozen box. 
Retail price 49c 
trade and quantity discounts available. 


Koh-I-Noor Pencil Co. 


Bloomsbury, New Jersey 
For More Information Circle No. 170 For More Information Circle No. 171 
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CONFIDENTIAL 








Ta 
Mail. Order Today 


FS suippep 


FROM STOCK 








Easiest way to file and find confidential maps, 
blue prints, tracings, etc. Metal cabinet file 
with locking doors. 112 tilting tubes handle 
60” prints. Tubes are indexed for quick 
location. 





SCOTT-RICE COMPANY 
610 S. Main Tulsa 3, Okla. 


For More Information Circle No. 330 


J.A.HEINRICH 


DANKERS 
HAMBURG 11 


GERMANY (Western Zone)establ.1905 


‘) 


| 
\ 


f-\ et 5-10) 11 35 


ifo ame ||Me)aale-Maaleleislial-s> 


| 


For More Information Circle No. 332 
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PATENT NO. 1610368. Other Patents Pending. 





KLEEN-ALL® 
Newly CLEANSING CREAM 


Improved 


— a 
ScLeEAw 
< - ‘Be 


Now packad in 
unbreakable 
beautiful Yo Ib. 
and 1 Ib. 
PLASTIC 
CONTAINERS 


For _— 
Removing Kieen-All removes stains fast. 
All Hecto- Leaves hands soft and smooth. Does 
om not remove er discolor fingernail 
pirit Carbon polish. A 100% pure cream—no 

& Ribbon. filler used. Contains no impurities 

Stains which have to be hidden with color. 

Mimeograph The SNOW WHITE cleansing cream 

Multi h made solely ef cosmetic ingredients. 

uitigrap Can be used for removing stains 

Ball Point Pen from clothes. 

Ink Stains CONTAINS LANOLIN 
KLEEN-ALL will not deteriorate, harden or shrink 
while standing on your shelf. UNCONDITIONALLY 

GUARANTEED FOR ONE YEAR. 
We also manufacture she DUPLICATING 
UID. 


Our products can be ordered through your local supply 
Ouse 


Write for price list and FREE 2 oz, sample jar. 


KRAYER MANUFACTURING CO., Inc. 


542-548 Pine Street Elizabeth 1, N. J. 
For More Information Circle No. 333 





The only guide that stoys firmly in place on ace- 
tote cover sheets in your sales manuals, catalogs, 
etc.—yet can be moved quickly and easily if you 
want to change the indexing. Enables sales per- 
sonnel to find instead of fumble. 

Hundreds of other office uses to save time, im- 
prove filing. Available in 1” of 2” widths; 
packed 25 to box with labels in strips for easy 
typing. Also alphabstic labels to » 200 subdi visions 


~ 


Inse orting label Attaching guide 





See your office supply dealer or write 


CHARLES C. SMITH, INC. 


EXETER, NEBRASK 











For More Information Circie No. 331 
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the bridge. It shows the total of tolls 
and tickets collected, incorrect registra- 
tions and possible errors in the number 
of axles recorded, and whether cash is 
over or short. By using this five-part 
form, the top white sheet summarizes 
the complete month’s status; the 2nd 
yellow sheet shows the first three weeks; 
the 3d pink sheet shows the first two 
weeks, and the blue sheet shows the situ- 
ation during the first week. The fifth 
part, printed on bristol stock, also sums 
up the complete month’s picture. Thus, 
it is not necessary to make up new re- 
ports weekly or at month’s end to go to 
the bridge manager. 

Use of these snap-outs, and the many 
other forms in various departments for 
other types of work, exemplifies the sys- 
tems introduced by PONYA’s director 
of administration, Daniel L. Kurshan. 
3y using Form 3, for instance, the com- 
bination of four individual forms 
printed on a single sheet has reduced 
some 22,000 forms to about 5,500:used 
monthly. Similarly, the introduction of 


Form 4 reduced 186 forms to 24 each 
month and eliminated much duplicate 
posting. 

Nor are these forms and systems the 
final words on paperwork and office pro- 
cedure. PONYA regularly studies means 
of improving such operations. For ex- 
ample, other methods of toll paperwork 
and audits are possible and may be in- 
troduced someday. 

Instead of a 100% audit of all toll col- 
lectors’ returns, statistical sampling of 
individual collectors’ returns may be 
made. It is also possible that all data 
may be processed by electronic devices. 
For instance, wires may be used to re- 
cord impressions made by a ecard or 
ticket reader that activates an electronic 
computer comprising a memory unit. 
3uttons would be pressed only to record 
cash. 

Some of these thoughts, now in the 
planning stage, foreshadow further au- 
tomation to modernize paperwork and 
economize on operating expenses of the 
Port of New York Authority. 


FOLD 


most everything! 
Pan = 
SSS The PREMIER AUTO-FOLDER 


Pays for itself almost Immediately! Here 
is the lowest priced, Fully Automatic Folder 
made. Saves valuable time wasted by old 
fashioned hand folding. Imagine, up to 7200 
pieces an hour! Makes the seven most-used 
folds, changed instantly by the flick of a 
switch. Handles up to seven sheets at a 
time for reports, sales bulletins, surveys, 
etc. Simple to learn and operate. Rugged 
steel construction throughout, in Silver Grey 
Hammerloid finish. 
LOWEST PRICED FULLY AUTOMATIC 
FOLDING MACHINE MADE! 


Dealers: Some territories still available 
on exclusive franchise. Write today 


MARTIN-YALE, INC. 


2100 WEST FULTON STREET, CHICAGO 12, ILLINOIS 


For More Information Circle No. 228 


Hand 
Operated 
$89.95 
Motor 
Operated 
$129.95 
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Remington Rand Executive 
Marcell N. Rand 

was appointed ex- 

ecutive vice 


and 


presi 
general 

the 
Rand 
Division of Sperrv 
Rand Corp., Harry 
F. Vickers, 
Rand 
nouneed, Mr. 


dent 
manager of 


Remington 


Sperry 
president, an- 
Rand 
Marcell N. Rand ’ : 
had been vice presi 


general manager of the Rem- 


and 
Rand 


the past seven vi 


aent 


ington International Division for 


ars. His new assignment, 
the culmination of a 2l-year career cov 
ering every 
carries the full and au 
thority for all Rand 
tions. He will report directly to Reming- 
ton Rand James H. Rand. 
Howard J. has been named vice 
president of the 
Division. 


phase of company operations, 
responsibility 
Remington opera- 
president, 
McGuire 
and general 
Rand 
During his 28-year career with the com 
pany, he has had 
plishments to his credit. 


manager 
Remington International 


many notable accom 


Adding Machines for U.S. 


Machine Co. of Sweden has con- 
tracted with Smith-Corona, Ine., 
facture three adding machine 
which will be sold in the U.S. under the 
Smith-Corona label, it was announced by 
George Agrell, president of Addo Ma- 
chine Co. of New York. At the same 
time, said Mr. Agrell, Addo was prepar- 
ing to sell a greater proportion of its 
American market 
(Addo’s 
entire output of 


to manu 
models 


own machines in the 


by constructing a new factory 


sixth) in Sweden, the 


188 


which would be exported to the U.S. 
Addo’s dealer 
During 1955, Mr. 
tinued, Addo had 
than 10% of the 


gineered products exported to the U.S. 


Heads Felt & Tarrant 

Albin Kk. 
elected presi 
Felt & Tar 
rant Mfg. Co. by 
the board of 
tors. At the 
meeting of 
holders, Mr. 


SO! wis elec ed 


for sale through organi 


Zation. Agrell con 
accounted for 


total of 


more 


Sweden’s en- 


Carlson 
was 


dent of 


direc 


annual 


share 


member ot the 
board, together 
Charles A. 


Capek, vice president of Lee 


Albin E. Carlson 
with 
Higginson 
Corp. Raymond J. Koch, president of 
elected to 


chairman 


the company 1934, was 


since 
the newly created position f 
of the board. Mr. Carlson was with Theo- 
dore Gary & Co. for 27 years and was 
executive vice president and director. He 
was also president and director of As- 
Telephone « 


Automatic 


sociated Telegraph Co., 


which controls Kleetrie C 


Haloid’s 50th Anniversary 

Half a century ago, a dozen men began 
manufacturing sensitized 
Rochester, N. Y. 


surviver of 


photographic 
Last April 21, 
the sole Haloid Company’s 
original employees—Joseph R. Wilson— 
tribute of the firm’s 1,300 
workers represented by a large gathering 
in Hotel Seneca. Joining in the 
tion of Haloid’s 50th anniversary were 
Dr. Clyde Williams, Battelle 
Memorial Institute, Columbus, Ohio, and 


paper in 


received the 
celebra 


president, 
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easy to operate—easier to sell. .. 


the new ALL- ELECTRIC 


REGNA ADDING MACHINE 


Fingertips literally float over the moulded keys... everyone who tries 

this sturdy and dependable REGNA becomes a “high speed” operator .., 
everyone who sees it admires the streamlined styling, the legible 

keys and listing, the clear curved window for maximum visibility. REGNA’s 
rugged Universal Electrolux Motor does all the work—chases fatigue— 
increases daily employee productivity! 


Swedish steel, Swiss precision counters 


different capacities from 6 total 7 up; 


fully auto 


matic safety keyboard; rear 


rubber rollers for portability; in 


light grey 


and ivory y 


Also—low-priced hand 


operated models 


IN CANADA: Regna Cash R 


REGNA CASH REGISTERS, INC. fi. 
175 Fifth Avenue, New York 10, N. Y. 


Gentlemen 


Please send more information on the new Electric Regna 
Adding Machine and outline advantages of becoming a Regna 


Dealer 


Name 


Address 
egisters of Canada Ltd., 704 Notre Dame St. W 


Montreai, Que., and Business Equipment Machir 489-R King St. W., Toronto, Ont 


OUTSIDE CONTINENTAL U 
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compare the convenience of 


having your records with you... 


On-the-spot record checks often make 
the difference between profit and loss. 

Your own briefcase can carry over 
200 visible records that can give you 
on-the-spot information that may save 
your day. The light, attractive Victor 
Book Visible is your answer. It serves 
so many needs so often. It will save 
you time and money — in your office 
or while you’re on the move during 





Victor Recordex 
also fits in your 
briefcase. Twenty 
8x5 pockets are 
perfect for visible 
record summaries. 
On-the-spot in- 
formation can’t be beat. Carry your 
records with you in the practical 
Victor Book Visible or Victor Re- 
cordex. See your local Victor dealer. 


(7,77 de 


RPORATION 


315 FOURTH AVENUE - NEW YORK 10, NV. Y. 


For More Information Circle No. 210 
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Margaret C. Crow- 
ley, veteran em- 
ployee of Haloid 
Co., with plaque 
honoring Joseph R. 
Wilson (center), 
honorary chairman 
of Haloid's board 
and only survivor of 
the firm's original 12 
employees 50 years 
ago. Charles Cram- 
er (right), Haloid's 
Los Angeles man- 
ager and an em- 
ployee of 45 years, 
made the presenta- 

tion. 
Jacob S. Potofsky, general president, 
Amalgamated Clothing Workers of Amer- 
ica. Mr. Wilson was presented with a 
bronze plaque by Haloid’s 96 Old Timers 
who have 20 or more years’ service. The 
company gave him a silver tray engraved 
with signatures of all 96 veteran em- 
ployees. The former president and now 
honorary board chairman said that in 
his 50 years with Haloid the two most 
significant events were the development 
in 1930 of Haloid Record photocopy pa- 
per which, because of its superiority, en- 
abled the company to weather the de- 
pression, and the advent in 1948 of 
xerography. 


Smith-Corona Diversifies 


Smith-Corona, Ine., has contracted to 
acquire Kleinschmidt Laboratories, Inc., 
Deerfield, Ill., maker of printing com- 
munications equipment, it was announced 
jointly by Elwyn L. Smith, president of 
Smith-Corona, and Emerson E. Mead, 
executive vice president of Kleinschmidt. 
‘*For Smith-Corona, this acquisition rep- 
resents the first step in a carefully 
studied program to expand and diversify 
the company’s operations,’’ Mr. Smith 
stated. He added that negotiations lead- 
ing to the acquisition of Kleinschmidt 
were initiated last September. Tradition- 
ally, Smith-Corona has specialized in the 
typewriter field. The acquisition of 
Kleinschmidt Laboratories, which will be 
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operated as a subsidiary of Smith-Corona, 
strengthens the 
the electronic 


latter’s capabilities in 


data processing field. 


Heads Datamatiec Corp. 


Walter W. Finke 
was elected presi- 
dent of Datamatic 


Corp., Newton High- 
lands, Mass., by the 
firm’s board of di- 
rectors. Mr. Finke, 
who was vice presi- 
dent and general 
manager, succeeds 
John J. Wilson who 
continues as a di- 
rector. Datamatic, manufacturer of elec- 
tronic data systems, is 
wholly-owned by Minneapolis-Honeywell 
Regulator Co. (60%) and Raytheon 
Manufacturing Co. (40%). Prior to join 
ing Datamatic, Mr. Finke held executive 
with Minneapolis - Honeywell 
The board also announced the re-elections 
of J. Ernest Smith as vice president and 
Paul Hannah as secretary-treasurer. 





Walter W. Finke 


processing 


positions 


Thermo-Fax General Manager 


Promotion of Raymond H. Herzog to 
general manager of the duplicating prod- 
ucts division was announced by Minne- 
sota Mining & Mfg. Co. For the past 
three years Mr. Herzog has been project 
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To FIND FACTS FASTER with 
the NEW, MORE EFFICIENT 
Edge Punched Card Structures 


At Less COST 
Less CODING 
Less GROOVING 
Less SORTING 
Less HANDLING 





MANUFACTURING e BUSINESS 
SCIENCE ¢ EDUCATION 
ALL CAN SAVE MONEY — SAVE 
TIME — SAVE EFFORT WITH AN 
E-Z SORT SYSTEM. 











DEPT. 4 
45 SECOND STREET 
SAN FRANCISCO 5 
CALIFORNIA 





SOLE MANUFACTURERS OF E-Z SORT SYSTEMS 
THE MOST EFFICIENT MARGINALLY PUNCHED CARDS. 


For More Information Circle No. 234 
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coordinator of the duplicating products 
joined 3M in 1941 as an 


inspector in the coated abrasives 


division. He 
divi 
was made superintendent 
195) 
he became manufacturing superintendent 
of printing The duplicating 
produces and 


sion and later 


of the new products division. Lao 
products. 


products division sells 


Thermo-Fax copying machines and paper. 


Davidson’s New L.A. Building 


The Los Angeles ottice of Davidson 
Corp. moved on June 20 into a newly- 
1212 Albany St. 
This ultra-modern structure will serve as 
both the 
Mergenthaler Lino 
of which it is a subsidiary. It 


constructed building at 
os Angeles headquarters for 
Davidson Corp. and 
type Co. 
will provide greatly expanded facilities 
stockrooms and an 
latest model machines 
will be demonstrated, including Davidson 
Dual-Liths and line 
of offset plates and operating supplies, 


= 


for offices, exhibit 


where the 


roon 


attachments, a full 


DO-IT-YOURSELF! 


Anyone can operate a 


PIONEER PAPER DRILL 


A production 
machine with 
such quick set- 
up that short 
runs are a 
special delight. 
Eliminates 
costly, time- 
consuming 
“farming out.” 
The small 
investment is 
soon repaid 
and then goes 
on making 
money for you 
instead of 
someone else. 


Accessories for cornering, slotting and slitting. 
Send for literature now. 


1130 NEBRASKA, TOLEDO 7, OHIO 


For More Information Circle No. 302 
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Increased production capacity to fill increased demand for Scotch brand cellophane tapes 
enabled Minnesota Mining & Mfg. Co. to reduce commercial cellophane tape prices to their 
lowest level. Production efficiences of new plants such as the above Bedford Park, Ill., factory 
contributed to the near 10% price reduction—the fourth cut in the past three years. The 
Bedford Park plant, opened in 1953, is one of four opened in the postwar period for tape 
production exclusively. They have a total floor space exceeding one million square feet. 


Cuts Tape Prices tailers a new assorting privilege to com- 

A price reduction averaging 9.7% on bine commercial cellophane tape and re- 
commercial rolls of Scotch brand cello- sale displays of cellophane tape for a 
phane tape, transparent and colored, was quantity discount. This is the fourth 
announced by Minnesota Mining & Mfg. price cut in the past three years. Tape 
Co., Dept. L6-126, St. Paul, Minn. In _ rolls affected by the reduction are 2592” 
addition to the price cut, they offer re- and 1296” rolls. 


VERSATILE, TIME-SAVING NUMBERS 
FOR ENTIRE BUSINESS 


CONVENIENCE Phd... ORGANIZATIONS For Erasing 


. © Ball Point Ink & Lead 
with these top-quality © Pen & Pencil Writing 


Waldon Robenls Enananrs © Typewriting & Business 


Machine Impressions 


1 DOZEN ERASERS TO THE BOX, 6 BOXES PER 4% GROSS CARTON 
















Pousi 






See eae 


puss, Weldon Roberts 






Po 


ay POM NO. 138 BALL POINT. 4 new, 
rNo38 on 


rubber texture especially com- 
pounded to erase all writing in 
ball point ink and lead. 








Mi NO. 448 GREEN GLOW. Super quality rubber of soft green color 
for a wide variety of pencil and cleaning work. Also ideal for 
art and drafting vses. : 


> << oe 


©. 378 GRAYPOINT. Business-like, gray colored rubber 
hich convincingly and cleanly erases ink writing, type- 
riting and business machine impressions. 









Ask Your Stationer About Them Today! 


WELDON ROBERTS RUBBER CO. 

365 Sixth Avenue Newark 7, N. J. 
World’s Foremost Eraser Specialists : 

For More Information Circle No. 237 


Correct Mistakes in Any Language 


NEON Bt liom, 


Cue Orrice—July, 1956 193 





TYPE CLEANING MADE EASIER 


with the ia 


ao Ni ing Machines 
* Adding Machines 
© Addressing Plotes 
* Marking Devices, ete 
CLEANER 


frees 


NORTA “DISTRIBUTING COMPANY 
1165 Broadway, New York |, N. Y. 





For More Information Circle No. 246 


, LANSDALE 
PRODUCTS 
CORP. 


Lansdale, 


FASTENS ALL TYPES OF Penna. 


PAPERS SECURELY AND NEATLY 
One Outlay—No Clips to Buyl 
USE "'TENDERFOOT" 
the new Type Silencer $1.20 dz. 
Keep Typewriter Type '"ALWAYS" clean 
Use ""Dee-R-Tee"’ dry tool $1.10, for Royal $1.20 








For More Information Circle No. 247 


Folds 
120 letters 


Fo -matic 
DESK MODEL L FOLDING MACHINE 


RITE FOR COMP: CATALOG OF 
purticaring couiement AND SUPPLIES 


PRINT-O-MATIC CO.,INC. Chicago, Illinois 





For More Information Circle No. 248 





PLATENS PARTS 
SUPPLIES 
for TYPEWRITERS and 
other office machines 


Now in New and Larger Quarters 


TYPEWRITER EQUIPMENT C€O., INC. 
25 Park Place, New York 7, N. Y. 
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Columbia Promotes Moore 

Columbia Ribbon 
& Carbon Mfg. Co. 
announced the ap 
pointment of M. B. 

‘Red’’) Moore as 
assistant sales man- 
iver. 

Mr. Moore began 
his career with Co- 
lumbia in 1928 as a 
sales representative 
for the Kansas City 
branch, traveling a major portion of th 
State of Texas. He was with his brother 
the late R. C. (‘‘Red’’) Moore, who wa 
Kansas City branch manager. In 1948 
after completing 20 years Naval service 
Mr. Moore rejoined Columbia as a sales 
man in Sacramento. He later moved t 
the southeast district as manager of th 
Atlanta branch. In 1953 he was re 
assigned as Philadelphia branch manage 
In his new capacity Mr. Moore will op 
erate from the home office in Glen Cov 
assisting John D. 
dent in charge 


M. B. Moore 


Edwards, vice presi 
of sales, 


A Swift Adding Machine was offered by Vo 
Soosten & Co. to the banker who could gues 
machine's serial number at the Méissou 
Bankers Convention in St, Louis. Bankers wer¢ 
asked to enter their choice of number i 
machine, tear off tape, write their name and 
address on it. Then machine was totaled an 
banker kept copy of number as receipt. Mos 
bankers did not know how to enter figures or 
10-key keyboard, so contest gave dealer man) 
chances to demonstrate machine. It was wor 


by Walter C. Borgelt, St. Charles, Mo. 
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For Fast, Sure, Clean i 
Sealing and Moistening... 


Use the 
PIKE BETTER MOISTENER™ 


For sealing envelopes, sticking stamps and 
labels, put PIKE “Better Moisteners” in your 
mailing department and shipping room! They’re self-cleaning—last for years. 
Broad weighted base prevents tipping. Feet are concealed and rubber-padded— 
no scratching ! 
Attractively color-styled with sparkling chrome cover. 
Model 3A—Porcelain base. Black, gray or brown. List price $5.95, Model 3C— 
Cast iron base. Black or steel gray wrinkle finish. List price $6.35. 
Both with 3” adjustable brushes. Extra brushes $1.50. Order from your stationery 
or office supply dealer, or write direct for illustrated literature. 
Established 1927 Dealers’ Inquiries Invited 


E. W. PIKE & COL, INC. ciscsoin 20620 


496 NORTH AVENUE «+ ELIZABETH, NEW JERSEY 
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“Quality above Comparison’ 


Smead’s is a “A Quality Line” | 
made by craftsmen 


When you open a Smead package 
you can depend on the Best » 


4 
; © 


THE SMEAD MANUFACTURING CO., INC. 
HASTINGS, MINNESOTA elev. ¥. Pr 6) 5 800 ke 


For More Information Circle No. 340 
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SURE YOU'LL BE IN 














them, you may be one of the 43 out of 100 
firms that never reopen. Wise businessmen 
don’t gamble with their life's work. They 
protect valuable paper records in Underwriters’ 
certified Meilink “A” Label safes. They know 
there are no safer safes—anywhere 

Ask your Meilink dealer about them today. Or 
write direct to Meilink Steél Safe Company 
1672 Oakwood, Toledo-6, Ohio 


J 
with MisinsnlS ii for keops 
Most complete line of safes and insulated products 


Meilink Steel Safe Co 
1672 Oakwood Ave Toledo 6, Ohio 


Please send me your folder on Meilink safes and 
Hercules insulated steel files 


Vame 

c ompany 

Street - Zone 
State 


For More Information Circle No. 235 


Appointment 


P. M. Zenner, 
president, Royal 
McBee Corp., an 
nounced the ap 
pointment of Davis 
O. Harrington, for 
merly executive 
staff assistant, 
the position of as 
sistant to the presi 
dent of Royal Me 
Bee. Prior to his 
ion with the corporation, Mr. Har- 


Davis O. Harrington 


rington served a number of years in the 
diplomatic service. His last position was 
that of Advisor to the Publie Affairs 


American Embassy in Paris. 


Joins Manpower, Ine. 


Vernon H. Lillig has joined the sales 
staff of the Chicago office of Manpower, 
Ine., Aaron Scheinfeld, the firm’s chair 

an of the board, announced. Mr. Lillig 
was district representative in Chicago 

group division of Sun Life Assur 
ance Co. of Canada for more than six 
years. Manpower, Inec., whose home of- 
fice is in Milwaukee, has over S80 oftices 
across the nation and in Montreal, Lon 
don, Paris, Havana, and Johannesburg, 
South Africa, supplying such business 
services as temporary help, calculating, 
market research, direct mail, telephone 
secretarial, convention help and general 
labor. 


SECURITY BRAND 


Cemplete Line of 
DELUXE ALL LEATHER 
er CANVAS & LEATHER 


Meil Begs For Your 
Select CHentele 


For More Information Circle No. 236 
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iy gulls SRANKEURT/M 


" by: AUTO «TYRIET HRE BINASS HINE 
Hannover Fair ex- } KEBN- AUTOMATIC NGSMASCHINE 
q AUTOGRAPH 


hibit of Heinrich 4 1 mein 
Schmitz of Frank- ’ | tn 

furt/M, West Ger- 

man representative 

for the Auto-Typist, 

made by American 

Automatic Type- 

writer Co. 


Dixon Acquires Allen & Co. 38. by combining the knowledge and the 
— : ae resources of the two companies, it is 
Acquisition of Allen & Co., 36-year-old 


. planned to broaden the range of prod 
manufacturer of typewriter ribbons and 


ucts and improve the service p eviously 
carbon paper, on May 14, was announced 


recently by Eldon M. Dixon, president, 
Dixon Carbon & Ribbon Corp. Allen & 
Co., will continue to operate as a divi- : : 
sion of Dixon Carbon & Ribbon Corp. €F8 Ol Columbia Ribbon & Carbon Mfg. 


offered to the typewriter ribbon and 
carbon paper trade. Mr. Dixon is thi 


son of Lewis M. Dixon, one of the found 


with the same personnel at the same lo- Co., and was himself a director of 
eation, 13 Vandewater St., New York  lumbia for numerous years. 


READ-A-FILE KEEPS YOUR 
STENCILS AND OFFSET PLATES 
sererevvee ALWAYS AT SEE LEVEL -:---> 


The Read-A-File Cabinet is a protective file that keeps stencils 
and plates wrinkle-free. it permits full-length inspection and 
ay access to any one of up to 400 stencils or 200 plates. 
he hanger unit, with 50 clips, rides on ball bearings. Each 
clip is on its own rod and can be removed without disturbing 
the others. It's new and different. 


DEALER INQUIRIES INVITED. 





METAL SPECIALTIES, Incorporated 


3547 Massachusetts Ave., Indianapolis 18, Ind. seeccooece 





For More Information Circle No. 254 


Increase Efficiency, 
Reduce Costs — Sold 
only through our Dealers. 


DEALERS: Liberal Discounts — Delivery 
you can depend on. All forms carry 
YOUR imprint. No inventory, equip- 


INTERNATIONAL BUSINESS FORMS ment, shipping or warehouse costs. 
Sg Write TODAY to New Dealer, Dept. 1, 


FORMERLY "ARK N- SETS, INC 


1600 €. 26TH STREET © LITTLE ROCK. ARKAmeasg "G0 © 26ty St, litle Rock, Arkansas 











For More Information Circle No. 255 
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Type-Right 


ADJUSTABLE 
TYPEWRITER AND BUSINESS 
MACHINE STANDS 


A REVOLUTIONARY NEW KIND OF OFFICE 


STAND THAT INCREASES STENO’S 
EFFICIENCY 10% 


f 


WRITE FOR CATALOG AND DETAILS 
SAMPLES SUBMITTED ON 10 DAY TRIAL 


HARDWARE ENGINEERING CO., INC 
METAL FURNITURE DIV. 


GARRETT INDIANA 


___ For More Information Circle No. 230 





From Pearl! Engraving Corp., 
comes the finest, 
precision-engineered keytops. 
Ilustrated: 2 styles 
for all typewriters. 

For free samples and brochure, 
write Pearl Engraving Corp., 
29 East 19th Street 
New York 3, N.Y. 


better f 
business”. « (4 


For More Information Circle No. 232 


SAVE 
‘TIME 


WRITE FOR 1956 
MODERN MARKER 
CATALOG 


FORCE WESTERN, Inc. 
216 W. Jackson Bivd., Chicago 64, Ill. 


For More Information Circle No. 231 


461508 








Are You Interested 


in news and descriptions of 
office machines and office 
equipment on the German 


market? 


Then Read 
Burotechnik und Organisation 


This magazine appears 
monthly and gives richly 
illustrated reports of Ger- 
man office equipment and 
production. 

Subscription rate is $5 
(U. S.) per year. 

Send for a sample copy! 


ROBERT GOELLER 
VERLAG, 


Baden-Baden, Germany 





For More Information Circle No. 233 
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Harris-Seybold Ady. Mer. 


Appointment of 
Henry H. TT. §&. 
Heckman as adver- 
tising manager for 
Harris-Seybold Co., 
Cleveland, was an- 
nounced by Ren R. 
Perry, vice presi- 
dent—sales. R. W. 
Muleahy, former 
advertising man- 
ager, was named as- ae 
sistant lithographic product manager for 
the firm. Mr. Heckman will direct the 
advertising and sales promotion of Harris 
offset presses, Seybold power paper cut 
ters, Harris litho-chemicals, Seybold 
bindery machines, Harris metal decora 
tor presses and other equipment and sup 
plies. He has had more than 15 years’ 
experience in the industrial advertising 
field with Republic Steel Corp. Mr. Mul 
cahy will share responsibility for engi- 
neering and sales coordination of Harris- 
Seybold’s offset presses. He joined the 
company in 1953 as assistant advertising 
manager, and served as advertising man 
ager since 1955. 


Facit Expands on West Coast 


New, larger offices have been opened 
by Facit, Inc., in the Russ Building, 235 
Montgomery St., San Francisco, accord 
ing to Karl Siewert, vice president and 
west coast manager for the company 
which handles U.S. sales for Facit cal- 
culators, Odhner adding machines and 
Halda typewriters. Facit’s San Francisco 
service department has moved into near- 
by quarters at 623 Mission St. In addi- 
tion to more space, the address provides 
display windows at street level. 


WSA Appoints Adler 

Martin M. Adler, sales manager, Sun 
dries Div., Plymouth Rubber Company, 
Canton, Mass., is New England chairman 
of the sales representatives’ division of 
Wholesale Stationers’ Assn. of the U.S.A. 
Mr. Adler will assist in preparations for 
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Je rs THI VALET 
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Answer the Wraps 
Problem in Offices 


and Waiting Rooms 
— These efficient VALET 
Racks keep wraps off wait- 
ing room chairs, aired, 
dry and in press. Hold 
coats spaced apart, hats, 
umbrellas and overshoes. 
Accommodate 3 persons 
per running foot. Come in 
lengths of 3 ft. 3 in. or longer 
by the foot. The S-6 Office 
Valet costumer accommodates 
& people—ends piling of gar- 
ments on others. Will not tip 
over. Built for life-time serv- 
ice of heavy gauge, welded 
furniture steel. Smart in mod- 
ern baked enamel fin- 
ishes. Units form a com- 
plete system of wardrobe 
equipment that provides effi- 
cient wrap accommodation 
wherever people gather. 
Write for Bulletin OV-10 


VOGEL-PETERSON CO. 


1121 West 37th St. + Chicago 9, Ill. 
For More Information Circle No. 238 
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ULTISTAMPD 


STENCIL DUPLICATOR 





The ORIGINAL 


Hand Stamp 
Stencil Duplicator 


ADDRESSES 
Shipping Tags 
Labels 


MARKS 
Cartons 
Boxes 
Packages 


PRINTS 
Postcards 
Menus 
Forms 
Bulletins 
Price Lists 
Letters 
Trial Forms 


HUNDREDS OF OFFICE USES 


At Office and shipping room supply dealers 
8 Complete Outfit Sizes 
9.50 to 99.50 


THE MULTISTAMP COMPANY 
NORFOLK |, VIRGINIA 


For More tnformation Circle No. 256 





WORLD’S STRONGEST 


RUBBER BANDS 
ASK YOUR STATIONER 


For More Information Circle No. 257 
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the Annual New England Conference of 
nization. He was co-chairman of 
the New | ng rland Regional Conference 


the orga 
in Boston, June 


Cash Register Managers 

Clary Corp. announced the appointment 
of district managers who will head the 
nationwide sales organization of the 
Division, now 


Svstems installing the 


company’s low-cost cash registering and 
point of-sale systems in 
Donald J. 


the division, said four district managers, 


department 
stores, 


Kintner, manager of 


all with extensive 


department store and 
merchandising backg Richard 
Johns for 11 western states with head 
quarters in Los Angeles; James J. Jind 


rich for eight middlewestern states and 


rounds, are: 


Texas with headquarters in Kansas City; 
William FE. 
states with headquarters in Chieago; John 
B. Dovle in New York and six New 
England states, with headquarters in New 
York tv. fl or for three remain 
lis Atlantic 


Darke for four north central 


south and 


Pastel colored cash registers, such as this 

beige-and-white model shown with Hugh L. 

Clary, company president, are being pro- 

duced by Clary Corp. in five different color 
combinations, 
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his 


rO- 
lor 


TYPEWRITERS 
ALL MAKES 


REGALRITE BRAND 
RIBBONS _ CARBONS 


THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best hy Test—Best for Less 


* 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N, Y. 


For More Information Circle No. 323 





| PAYMASTER 














PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 
Paycheck "Outlook" 
opaque, 

check. 

name, 


Envelopes are absolutely 

essential when wages are paid by 
Nothing shows but the employee's 
This improves personnel relations, 


Send for Samples and Prices Today 
OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 


1 W. Washingt Bivd. Ch go 7.1 


For More Information Circle No. 324 
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THE BEST 


Every Office needs them 
Alert Dealers SELL them 
ae PEEDRITE 
Chechwriter 


-No 





eoee7e4#+5e#e#e?# 


COMPANY, INC.+ ROCHESTER 20, N.Y. 


40 MT. HOPE AVENUE 





Halk Welicy 








For More Information Circle No. 326 


Wilhelm Dreusicke2Co KG 


MANUFACTURERS OF UNION -TYPE 
TYPEWRITER PARTS AND SPECIAL TOOLS 


BERLIN W35 LUTZOWSTR 3 


ASK FOR YOUR FREE COPY OF EXPORT CATALOG 


For More Information Circle No. 327 
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= NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS a 


““Paper Punches Every Office 


CLIX 


— mm, | 1-HOLE 
CLIX Mm PAPER 
3-HOLE PAPER PUNCH | PUNCH 


Simplest, surest paper punch made. Punches Personal paper 
all 3 holes for 3-ring binder sheets at a single punch for indi- 
squeeze. No adjustments to make, no gauges viduals, home, 
to set, no places to mark. Insert sheets and office and industry. Light pressure of thumb 
squeeze! Weighs less than 16 ounces; fits punches clean !4”" hole instantly in paper, light 
brief case or desk drawer. $4.00 list. cardboard, etc. Ideal for punching tickets, tags, 


- 





restaurant checks. 24 in counter 


MODEL $..Punches 5 holes display carton. 60 cent list. 


14" dia., spaced 414" on cen- 
ters, 4" from back binding MODEL 100... Punches ye 
edge — standard spacing ——_———— ; hole, 4" from binding edge. 
11" x 814" sheets. PAPER PUNCH | 


Order from your Stationer or Office Supply Dealer 





WESTERN REP.—HARRY HENKEL ASSOC., 1355 MARKET ST., SAN FRANCISCO 
ieee leeeesiiniiiniameetiiaiinin 





It pays to be counts for the increasing preference for 





For More Information Circle No. 374 
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Experienced buyers of business machines 
recognize the importance of obtaining 
quiet, dependable operation. This ac- 


; office appliances driven by special appli- 
MOTOR CONSCIOUS cation Lamb Electric motors... known 


for long-life and trouble-free performance. 


THE LAMB ELECTRIC COMPANY 


: KENT, OHIO 
business In Canada: Lamb Electric — Division of 


Sangamo Company Ltd. — Leaside, Ontario 


Lamb Eleclie 


SPECIAL APPLICATION 
FRACTIONAL HORSEPOWER MOTORS 


when buying 


machines 








For More Information Circle No. 375 
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Macey Sales Manager 


Shaf 
appointed 
sales manager of 
Macey Co., Cleve 
land, manufacturer 
of automatic 


Clarence F. 
fer was 


paper- 
collating equipment, 
it has been an- 
nounced by Keith 
S. Macey, president. 
Mr. Shaffer was 
with Pitney-Bowes, 
the last eight as Cleve 


Clarence F. Shaffer 
Inc., for 17 years, 
land branch The Macey 
pany is a wholly-owned subsidiary of 
the Harris-Seybold Co., Cleveland. 


manager, Com 


Underwood Executives 


has named 
president in 


William F. 


Underwood Corp. 
H. Armstrong vice 
of marketing 


vice 


charge 
Arnold 


and 


Fred M. 


Armstrong, 


tions, according to 
president. Mr. 
sistant to the 
intensified marketing 
company’s Dataflo automatic 
cessing equipment and 


Farwell, 


president, will head an 
data pro- 
Elecom electronic 
computers in addition to wider merchan- 
dising of typewriters and other business 
machines. Mr. Arnold, headed the 
product organization, will be in 
charge of public relations activities to 
support the marketing effort and other 
company programs, 


who 
sales 


Weber Eastern Manager 


The appointment of Ed Chrostowski as | 


eastern dealer sales for 
Marking Systems Div., Weber 
Machine Co., Mount Pros 
was announced by C. E. Ritter, 
Chrostowski 


manager of 
Weber 
Addressing 
pect, [ll., 
president. Mr. 


Reutlinger & Associates, Dayton, the 
five years. He will be in charge 
Weber 


Mountains and 


past 
of dealer 
training in all sales 


of the 


areas east 


Rocky will estab 
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Thomas | 


president in charge of public rela- | 
formerly as- | 


program of the | 


had been a | 
sules and packaging engineer with R. M. | 





SAVES AND 
PROTECTS YOUR 
STENCILS, OFFSET 
NEGATIVES AND 
MASTERS, SAFELY 


Vertical 
ee 


Write for Literature 


r 
Mim-E-O 











MIM: E-O sTENCIL FILES CO. 
1219-21 W. Chestnut St., Chicago 22, Ill. 


For More Information Circle No. 250 


——=BUSINESS FORMS— 


CARBON — INTERLEAVED PULLOUTS — SINGLE SET 
OFFSET & LETTERPRESS 
FINE QUALITY — LOW PRICES — FAST DELIVERY 





Among Nation’s Most Progressive Printing Plants 
(Expanding Steadily Since 1938) 
. 


ORDER DIRECT — BUY WHOLESALE — NOT RETAIL 
EXCLUSIVE DEALER AREAS ALSO AVAILABLE 


. 

We Feature 30 Day Delivery — No Order Too Large 
The Duplicate Forms Co. 
STATION STREET MENTOR, OHIO 
For More Information Circle No. 251 








For Your Annual 


TYPEWRITER ROLLER CHANGE 


Insist on a 
"Futuristic" 
5-Star Platen 


for 
a7 See. Best Results 


Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 


» 











For More Information Circle No. 252 


CASH REGISTER 


P ALR S 


WORLD 
WIDE 
SERVICE 





HIGHEST 
QUALITY 
PRODUCTS 


cS 


NEW ADDRESS 


International Cash Register & Parts Co. 


207 E. EVERGREEN ST., MT. PROSPECT, ILL 


For More Information Circle No. 253 
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lish new Weber Marking Systems dealers 
n areas where the company has no rep- 
resentation, 
New Gavrin Presses 

Arthur J. Gavrin Press, business forms 
manufacturer, has added two dual-pur- 
pose carbon processing presses to- its 
plant equipment. These apply spot car 
bon directly to the back of forms parts 
or to kraft tissue coming between parts. 
In addition, they can process carbon 
(prepare it for interleaving machinery) 
in much the same manner as conven 
tional, high speed, carbon presses. To- 
gether with other newly adopted carbon 
handling devices, it is expected that the 
new presses will enable the company to 
meet the increasing demand for its one 
time Snap-Easy and Tab-Easy Forms. 
One press has been installed at Gavrin’s 
branch plant in Denison, Texas; the 
other at the main plant in New Rochelle, 
N. Y. 


nan an of fen £€ A ett aS WZ 


MODERN WOOD BLOCK 
STAMP PAD! ...... 


Wood Block is chemically 
treated to hold large amounts 
of ink and to feed just the 
right amount to the surface! 


Ink dries instantly on paper 
yet never dries in the pad! 


Outlives 
Two 
Ordinary 
Stamp 
Pads 


Pad surface is always flat and 
firm does not collect lint! 
Ink cannot gush up between 
the type causing a blurred 
impression! 

Impressions are always 
strong, clear, brilliant and 
waterproof! 

Ink penetrates pad quickly, 
will mot stand on surface as 
with ordinary pad! 
Clear-Print Ink and Pad are 
never affected by moisture or 
humidity! 


Freee SAMPLES gladly sent to interested Dealers! 


L. A. PHILLIPS, President 


ehle F z Miss Canada of 1956 demonstrated Heyer 
D aie nae.  & Conquerer Duplicators and Heyer Portable 
/] lps \—. Tweewartea — woee Stane Printers in the exhibit booth of Brown Bros. 


td., T t t i 
EE ce en ogo tciaeen on et Ltd., Toronto, at a recent convention of 
restaurateurs. 


For More Information Circle No. 243 
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n't dro 
BURGLAR Do P 


orms 


-pur- 


el | ~—sSSell Fast! 


rbon 

ery) gProtect both money and personnel (from 
ven-§gbeld-up injury) with this new Schwab, bolt type 
To- burglar chest. Clear inside dimensions are 
7" wide, 7" high, 7/2" deep; 6"-diameter door 
opening. Four locking bolts. Carries Under- 
writers’ relocking device label for additional 
10% discount in burglary insurance premiums. 
one- fj Weighs 125 Ibs. 


rms. 


I y 
ni that screw! / 


Hold it with an 
H.J.J. Screw- 
holding Driver 


Sizes to 
handle 
from #0 
to #44” 
screws 


rbon 
the 
y to 


. . MaDEALERS: This quality unit cannot be 
a “Mi matched at the price! Here is your op- 
the i i i 7 

portunity for quick, easy sales. Ship- 
clle, Mj ments now being made. Write today! 268 Marlow Drive 


4 
SCHWAB SAFE COMPANY OAKLAND 5, CALIF. 
ore temcomtier tnt yTIT TTT tg 


For More Information Circle No. 318 For More Information Circle No. 320 


THE H.J.J. CO. 








Substantially Reduces 


NOISE 
of Keyboard Graphotypes 





Se eee Noise Reducing ?_“y the re- ~ 
sult of many years’ researc y acoustic nr. 
engineers, protect workers from tiring RITE-LINE COPYHOLDER 


noise—increase production and work ac- 
curacy. Your Graphotypes can be relo- e SAVES EYESTRAIN TAKES COPY UP TO 20° 
cated for better work flow when noise is 


eliminated and machine's appearance is @ PROMOTES ACCURACY «HOLDS NOTEBOOK 
improved. SOUNTROL Noise Reducing e INCREASES PRODUCTION «FITS IN DESK DRAWER 
Hoods do not increase floorspace, retard e LINE MAGNIFIER EXTRA 

ventilation nor interfere with machine serv- 

icing. Write for full information today! Send for FREE Booklet describing RITE-LINE COPYHOLDER 


JARDIN ASSOCIATES, INC. RITE-LINE CORPORATION 
75 Maiden Lane, New York 7, N.Y. "4209 39th St., N. W 








, Washington 16, D.-C 
For More Information Circle No. 319 For More Information Circle No. 321 
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as } en 
earn Whore About 


Learn all the basic principles of forms design and constructio 
A useful objective work, with nearly 100 charts, examples and pi¢ 
tures, the Manual of Business Forms points out the many differe 
varieties of forms available for use in business and industrial manag 
ment, 





For the first time, all the tremendous numbeé 
of available forms constructions are describe 
i) in a manner which allows the reader to sele¢ 
the best type for a particular business syste 
Time studies of forms processing operatio 
are reduced to efficiency factor figures i 
easy-to-read charts which pinpoint the bas 
advantages and disadvantages of each type c 
construction. In addition, there are chapter 
on carbon paper, tags, envelopes and pape 
Other chapters thoroughly cover duplicat 
forms, checks, pegboard forms, autograph 
registers, stock forms, manifold books, an 
many others. 


The Manual includes many pages of informe 
tive advertising, providing a wide range ca 
sources for the reader to use in selectin 
forms manufacturers and suppliers. $2 pos 
paid in U.S.A. 


OFFICE PUBLICATIONS CO. 


232 Madison Ave., New York 16 




















National Conference 


ational Office Machine Dealers Assn., 
Shamrock Hotel, Houston, July 8-11. 
ational Secretaries Assn., Statler Hotel, 
Detroit, July 18-21. 

ssn. for Computing Machinery, Univer 
sity of California, Los Angeles, Aug. 
27-29. 

ife Office Management Assn., Edgewater 
Seach Hotel, Chicago, Sept. 17-19. 


& Exhibit Calendar 


National Institute of Governmental Pur- 
chasing, Conrad Hilton Hotel, Chicago, 
Oct. 14-17. 

Office Management Div., American Man 
agement Assn., Astor Hotel, New York, 
Oct. 15-17. 

National Business Show, Coliseum, New 
York, Oct. 15-19. 

Institute of Management Sciences, Stat 


ational Assn. of Bank Auditors & Con- 
trollers, Shoreham Hotel, Washington, 
D. C., Sept. 17-20. 
American Institute of Accountants, Olym- 
pie Hotel, Seattle, Sept. 22-27. 
ational Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 29-Oct. 3. 
ontrollers Institute of America, 
dorf-Astoria Hotel, New York, 
30-Oct. 3. 


ler Hotel, Los Angeles, Oct. 18-19. 

Systems & Procedures Assn. of America, 
3ellevue-Stratford Hotel, Philadelphia, 
Oct. 22-24. 

National Business Forms Associates, 
Westchester Country Club, Rye, N. Y 
Oct. 27-Nov. 1. 

Industrial Management Society, Sherman 
Hotel, Chicago, Oct. 31-Nov. 2. 

Eastern Joint Computer Conference, New 
Yorker Hotel, New York, Dec. 10-12. 


‘OU MUST READ THIS! 


BEFORE YOU PAY OUT ANOTHER COSTLY PLUMBING BILL 


CHICAGO, July 1st.—Here is a new Unit designed to 
clean out the most stubborn drain and sewer stop- 
pages in a matter of minutes. NOW, you can clean 
out clogged-up Toilets, Sinks, Urinals, Flooded Base- 
ments up to 100 feet. Yet this new Rodding Tool is 
easy to operate as the Patented rod is whirled down 
the pipe removing Roots, Grease, Rags and Sand— 

Why wait for trouble, but most of all why pay out a 
Costly Repair Bill when you can Rod-it-yourself! 
This new unit pays for itself in one job and is offered 
on a 30-day Free Trial Plan to prove it. Tear this ad 
out now—lest you forget—and write for FREE 
BOOKLET. OBEY THAT URGE. 

Here’s Good News for Offices, 
tions, and Home Owners. 


But now we ask—WHAT IS IT WORTH TO YOU 
WHEN ITS COST IS LESS THAN THE PLUMBING 
BILL! We sell Rodding Tools & Electric Root Cutters. 
For your own Good, DON’T WAIT! Write for FREE 
BOOKLET this moment. The Money these Tools will 
save you will amaze you! No agent will call. Mail 
coupon or Postcard now 

(CHICAGO—PHONE KILDARE 5-1702) 


a 


Wal- 


Sept. 





Factories, Institu- 


WE OFFER 30 DAYS FREE 
TRIAL TO PROVE IT! 


ADVERTISED 
N LIFE 


MILLER SEWER RODDER, Dept. Office 
4640 N. Central, Chicago 30, Illinois 
Please send—Free Booklet—No obligation. 
Manager 


Address 





3”-12” PIPE 
UP TO 500 
FEET 
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you can GUT COSTS 
SAVE SPACE with 


ready-reference 
RY Wy 
TRANSFER FILES 


- \ : rites " 4 the top quality corrugated 
Me pak ‘ fibreboard file with exclusive 
ALL-STEEL FRAMEWORK! 5 Sizes 
Clip this ad to your business 
letterhead for complete 


facts and FREE “HOW TO” 
storage practices booklet. 


EEP COOL! File your copies of THE OFFICE 
m these handy binders. Two binders hold. BANKERS BOX co. 
ig@mmne entire year’s issues with the complete 

dex in the last copy (June and December) Dept. O-7 
6, 204 each binder. Send $3 for your set of two . — 
'Sinders (not sold singly) to Office Publica- 720 S. Dearborn St., Chicago 5, Illinois 


2@mpons Co., 232 Madison Ave., New York 16. 
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The Management Team 


EVELOPMENT of a top man- 
agement team is the biggest 

problem that the head of any 

business has to faee today, ac- 
eording to Lyle M. Spencer, presi- 
dent of Science Research Associates, 
Chicago. ‘‘Finding, training and 
motivating the key executives, 
through whom a president must ac- 
eomplish his work, is his thorniest 
job and most lasting problem,’’ said 
Mr. Spencer who listed this as one 
of the findings of a study conducted 
by the Young Presidents’ Organiza- 
tion. 

A rule-of-thumb to enable com- 
pany presidents to organize and 
motivate their key executives more 
effectively has been developed from 
this study: 

1. The members of a good execu- 
tivé team need remarkable flexi- 
bilitv. Regardless of their training 
and experience within the company, 
they must be receptive to new ideas, 
able to adapt themselves quickly to 
changing conditions, and to with- 
stand setbacks without losing their 
drive and enthusiasm. 

2. A good executive team has 
depth. The temporary absence of 


210 


one member of the team limits the 
organization and perhaps decreases 
its efficiency, but it should not leave 
the company paralyzed. 

D. Eaeh member of a cood execu- 
tive team builds his own efficient® 
with aé 


division of the company 


minimum of routine supervision. 
The executive team members and) 
their divisions maintain a state off 
healthy rivalry with each other. § 

4. The functionss 
by balancing and controlling two 
impulses which are in essential con-f 
flict. On the one hand, there is ad 
desire for maintaining, improvings 
and continuing the status quo for, 


executive team 


preserving the business and for cor-f 
recting the things that hamper the 
the business. 
The second impulse, which drives? 
the executive team, is the impulse 


present functions of 


oward growth: 


products, 


new 
new 


developing 


new markets and 


kinds of more profitable business en 
terprises. ; 

The executive team in most com 
panies is surprisingly small. It gen 
erally includes three or four person: 
in addition to the president: an ad- 
ministrator who acts for the presi4 


production 
officer who 


dent, a chief, and a 
financial manages tha 
company’s capital. Clerical operaq 
tions are headed by, or under amr 
executive who reports to, either the 
administrator or the financial officer 

Most of the Young Presidents sur 
veyed were dissatisfied with their 
management team. This was due not 
so much to their executives’ work as 
it was to the presidents’ desire td 
improve and enlarge their 
panies. 


ecom4 
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®» USE 


DITTO 


Of the 500 largest 
industrial corporations 
in this country recently 

reported by FORTUNE 
agazine, 469 (93.8%) use 
TO duplicating equipment. 





Copyright 1955, 


Time Ine, 
94% USE DITTO 
N 
To find out more about The leaders of American industry have found 
DITTO, simply attach this ad that DITTO provides an economical and efficient 
© your letterhead and mail to way of simplifying paper work through 
DITTO, Incorporated, elimination of constant re-writing. 
attention Mr. Finley, or call With DITTO the writing job is done but once— 
e local DITTO office listed in then duplicated mechanically, without error 


and with consequent savings. 
You can benefit from the experience 
of the leaders. There’s a DITTO system to fit 
your business. The sooner it is installed, 
the sooner you will cut paperwork 
costs and reap all the other benefits 
common to DITTO efficiency. 


DITTO. inc 


2245 W. HARRISON STREET 
CHICAGO 12, ILLINOIS 


For More Information Circle No. 263 


your classified phone book. 
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UNDERWOOD SUNDSTRAND ADDING MACHINE IS 


The Complete Adding Unit 


\ll Underwood Sundstrand Adding Ma 

chine Models handle forms as well as 

paper tape | nable Ss vou to write the rec- 

ord ind do the addition at the same time: 

@ Prepares duplic ate monthly accounts receivable statements for 
ledverless bookkeeping; balances pen and ink accounts re- 
ceivable records simultaneously. 

@ Prepares duplicate bank deposit slips faster with more accuracy. 

@ Prepares employee payroll earnings statements, in duplicate, 
and computes net pay simultaneously. 

@ Does all the regular adding, subtracting, multiplying and 
dividing you should expect from a complete adding machine. 

Call your Underwood Office for a demonstration of the 
complete adding unit for your own requirements. 


UNDERWOOD CORPORATION 


ONE PARK AVENUE NEW YORK 16, N. Y. 


For More information Circle No. 179 





